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| NTRODUCT! ON

00001. PURPCSE.

Thi s Manual pronul gates policies, procedures, and technical instructions
regardi ng aut onat ed manpower systems and subsystens. This Manual al so provides
instructions for reporting and verifying informati on nmaintained in these

syst emns.

00002. RESPONSI BI LI TY.

The Deputy Chief of Staff for Manpower and Reserve Affairs M&RA (M F), under
the direction of the CMC, is responsible for the currency, accuracy, and
nodi fication of this Manual. Conmanders are responsible for physical

nmai nt enance and tinely entry of changes in their copies of this Mnual.

00003. ALLOMNCES AND M SSI NG PACES.

Requests for changes in the authorized allowance for this Manual will be
forwarded to the CMC (ARE). This request nmust be submitted per MCO P5600. 31.
M ssi ng pages shoul d be obtained by requisitioning the basic Manual and/or
pertinent change(s) per MCO P5600. 31.

00004. ORGAN ZATI ON.

1. This Manual is organized in chapters and sections. The chapters are
nunmbered sequentially and are listed on the contents page. The chapters and
sections of chapters are nunbered sequentially and listed on individual chapter
content pages.

2. Paragraphs in this MCTFSPRIM are nunbered in a possible six digits, with
further division of subparagraphs shown in small letters, nunmbers within
parent heses, snall letters within parentheses, etc. The first digit is the
Chapter nunmber (or first two digits, as in the case of Chapter 10, 11, 12,
etc.), the second two digits identifies the particular Section, The renaining
nunbers identify the particular part of a section and nmaj or paragraphs thereof.
The digit(s) to the right of the decinal identify the specific paragraph or
subpar agraph. For exanple, 40103.2b(2) refers to chapter 4, section 1,

par agr aph 03, subparagraph 2b(2). (also see EXAMPLE 1 and 2 bel ow).

EXAMPLE 1: 1 01 00

Chapt er nunber
(May be 1 or 2 digits)
Secti on nunber
(2-digits)

Par agr aph numnber
(2-digits)

EXAVPLE 2: 10 03 01

Chapt er nunber Q

(May be 1 or 2 digits)
Secti on nunber
(2-digits)

Par agr aph nunber
(2-digits)

3. Pages are nunbered by chapter nunber; that is, the fourth page of chapter 3
appears as 3-4, and the fourth page of chapter 10 appears as 10-4.

4. The above nunbering is the sane in the |ndex:

EXAMPLE:
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ABSENCE REPORTING . . . . . . . . . . . . . . . . . . . . . . . . . .. .11-8

+

Chapt er nunber

Page nunber

00005. CHANGES.
Changes to this Manual will be nade with printed page replacenments for pages
that are to be nodified. Changes will be nunbered consecutively and recorded
on the page provided for that purpose.

00006. USE OF ABBREVI ATI ONS AND ACRONYMS. Abbreviations and acronyns are used
extensively throughout this Manual. A list of abbreviations and acronyns used
in the text is provided in appendi ces A and B.

00007. METHOD OF CI TATI ON.

Ref erence to this Manual or to specific paragraphs of this Manual will be nmade
as foll ows:

1. For general reference or for those instances where many paragraphs and/ or
subpar agraphs are to be referenced in the sane conmmuni cation (specific
ref erences contained in the body of the comunication):

Ref: (a) MCO P1080. 40

2. For personnel records and forms (except when reference (a), above, is not
used, use only MCTFSPRIM par. 120101):

Ref: (a) MCTFSPRIM par. 20005.2m( 1) (a)
3. For directives:

Ref: (a) MCO P1080.40, MCTFSPRIM par. 50107. 3a
4. For correspondence:

Ref: (a) MCO 1080.40, par. 50107
5. Al references to other Marine Corps Orders, DoD Directives, Websites or
any other orders or nanuals are listed at the beginning of each Chapter. (Wen
codes are not listed in MCTFSCODESMAN, refer to Software Rel ease Notices and
PAA' s.)
00008. USE OF UD STATEMENT FORVATS AND EXAMPLES.

1. UD statenents which contain the English description for the Type
Transaction Codes (TTC s) entered on the On-Line Diary and UD M PS applications

are used throughout this Manual. Instructions on what data to enter are
included with statements. An illustration of a UD statement is shown bel ow
DEL | ADD I

Action date of statenent
to be del eted ? A

Normal statement to be del eted
Action date of statenent to be added
Normal statenent to be added

2. EXAMPLE entries are provided throughout this Manual. These|exanpl es show
how a conpl ete statenent should | ook ©on the UD. EXAVPLE entry.

Vi
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LAST NAMVE I NI TIALS SSN REVARKS
PLAGGE KJ 0123459789 200001231 RIFLE 042
00009. USE OF FI GURES AND DECI SI ON LOG C TABLES (DLT' S)

1. Figures and DLT's are visual aids used to portray information graphically.
A figure is used to convey explanatory information. A DLT is used to help the
reader arrive at the correct decision or answer after considering all the
alternatives. Figures and DLT's are identified by nunber. The digit before

t he hyphen indicates the chapter nunber; the digits to the right of the hyphen
i ndi cate sequence of the figure or DLT within the chapter. Both figures and
DLT's may be used in a chapter. Figure 5-1 is the first figure of chapter 5
Table 5-1 is the first DLT in chapter 5. The difference between a DLT and a
figure is denoted by the word "table" or "figure" and not by the nurmeric
identification.

2. DLT's are used in this Manual to sinplify instructions which are conpl ex
and woul d require an excessive amunt of witten explanation. A DLT usually
contains the followi ng segnents:

a. Table nunber to identify the particular table.

b. Table heading to identify the subject material in the table.

c. Colum headi ng, designated al phabetically; i.e., A B, C and so forth

d. Rules to identify certain statenments of condition or action. Rules are
designated nunerically; i.e., 1, 2, 3, and so forth. Statenents of condition

are to the left of the table and Statenents of action are to the right of the
tabl e.

TABLE NUMBER- - TABLE HEADI NG

R A B C D

u

L

E | Col umm Headi ng Col um Headi ng Col um Headi ng Col um Headi ng
1

2

3

4

3. Proper use of a DLT is assured by adherence to the follow ng rules:
a. To find the solution, begin at the upper left of the table.
b. Select the nmobst accurate or applicable rule in each col um.

c. A ways proceed down and right; never up.
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d. Never return to the left as you advance to find the solution or
deci si on.

e. Al of the conditions in a selected rule nust be applicable to the
situation at hand. Wen you enter the right nost colum of the applicable rule
the decision will be found at the end of the process.

TABLE 5-12--CRA AND RCRA DATES

R A B C D

U

L

E When the Marine and and t hen the
(See notes 1, 2,
and 3)

1 enlists in the has no prior is assigned to CRA date is the day
usmMmc USMC or USMCR of entitlement

Servi ce

2 enlists in the CRA date is the day
DEP of assignnent to AD

3 is restored to is issued CRA date is day of
duty from clothing to the restoration to duty
confi nenment extent necessary
i nvol vi ng to meet m nimum
punitive cl ot hi ng
di schar ge requi renments

4 reverts from CRA date is the sane
temporary officer date held prior to
or WO status the appointnent to

of ficer or WD status

NOTE: All Tables are at the end of each section in each chapter.

viii
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Chapter 1 MARINE CORPS TOTAL FORCE SYSTEM POLICY AND OVERVIEW
REFERENCES:
1. DoD Directive 5200.28-R
2. MCO P1070.12, Individual Records Administration Manual (IRAM).
3. MCO P1080.20, Marine Corps Total Force System Codes Manual, (MCTFSCODESMAN) .

4. MCO P1080.33, Manpower Information Systems Support Office Procedures Manual (MISSO
Manual) .

5. MCO 5521.3, Personnel Security Investigation Security Clearance and Access.

6. DFAS-KC 7220.31-R, Marine Corps Total Force System Automated Pay Systems Manual (MCTFS
APSM) . Website (https://dfasd4dod.dfas.mil/centers/dfaskc/library/userguid/)

7. Unit Diary/Marine Integrated Personnel System (UD/MIPS) Manual.
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SECTION 1: MARINE CORPS TOTAL FORCE SYSTEM (MCTFS)
10100. INTRODUCTION TO MCTFS.

The MCTFS is the single, integrated, personnel and pay system supporting both Active and
Reserve components of the Marine Corps, and personnel management for all retired Marines.

The MCTFS is jointly sponsored/owned by the Marine Corps and the Defense Finance and
Accounting Service (DFAS). The MCTFS maintains more than 500,000 Active, Reserve and Retiree
records that are available to be processed for pay purposes, personnel management or for the
production of necessary management reports. The MCTFS uses a single database, a single set
of edits and a single set of processes to achieve a high degree of integration to support the
Total Force System (TFS).

1. Mission. The mission of the MCTFS is to provide integrated personnel and pay
functionality for all active and reserve Marines within a single system and personnel
management for retirees, by using a single, logical database which incorporates the records
of all active, reserve and retired Marines. Additionally, the MCTFS will provide limited
functionality for training and security management matters that pertain to personnel and pay
management.

2. Discussion. The system provides for recording, processing, and maintaining of military
personnel and pay data on a continuing basis within the Marine Corps. It provides
information for pay, personnel administration, and manpower management. It uses an
integrated, single logical data base to process transactions, at one central location at the
Defense Enterprise Computing Center (DECC) in St. Louis. This supports all operating forces
and supporting establishment organizations which total over 800 reporting units (RU's). Use
of this information facilitates:
a. Planning and execution of manpower personnel functions, including:

(1) Personnel Management/Accountability/Security.

(2) Military pay.

(3) Training.

(4) Distribution.

(5) Assignment/Mobilization.

(6) Promotion.

(7) Classification.

(8) Separation.

(9) Preparation of budgets.

(10) Development of improved manpower management techniques.

(11) Recruiting.

b. Recording historical data of the U.S. Marine Corps.

3. Reporting Purposes. The data collection of the MCTFS is based on the principle of
singular reporting. Whenever practicable, an event is reported when and where it occurs to
ensure accuracy and timeliness of reporting. An item of information is entered into the
system only once; thereafter, only changes, deletions, or corrections to this information are
reported. MCTFS uses a centralized strategy and management style with decentralized
execution at the lowest reporting level. The information maintained within the MCTFS is used
for the functions described above. Additionally, the purposes for which information is

maintained within the MCTFS are adequately described per the requirements of the Privacy Act
of 1974 and manpower Life Cycle Management (LCM) documentation maintained by the Commandant
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of the Marine Corps (Code MIF). Data maintained in MCTFS on Marines is categorized as the
Official Electronic Military File (OEMF) for that individual. As such, the OEMF is
subordinate in precedence to the Official Military Personnel File (OMPF) maintained by the
Commandant of the Marine Corps (Code MMSB). The data contained in the OEMF must be carefully
safeguarded under the provisions of the Privacy Act of 1974. Commanders who fail to do so
may be held personally accountable.

4. Reporting Feedback. Prompt and complete feedback is essential in the MCTFS. Reporting
Units (RU) are provided access to several files holding cyclic data retrievable by the unit
as desired. This feedback results in the reentry of corrected data, if required. Usage of
the information contained in the data files depicted in the MCTFS Input/Output Model (Figure
1-1) is encouraged by all levels of command and management. Feedback to these levels of
command and management via reports and to the RU's via on-line files is critical to the
quality control of information within the MCTFS.

5. MCTFS Database. The MCTFS central data base is maintained by DFAS, Kansas City Center
(DFAS-KCC) (though it is physically resident at the DECC-St. Louis) and contains all data
elements resident in the MCTFS. Information concerning the overall security parameters of
the MCTFS is contained in the MCTFS Decision Paper IV as well as within other chapters of
this manual. Records containing specified data elements for all military personnel (Active
and Reserve components, to include retirees) comprise the Central Master File (CMF). The
central data base contains all data elements resident in the MCTFS. The Validation and
Extract File 1200 (VEF1200A and VEF1200B), the Headquarters Master File (HMF), and the
Headquarters/Albany Extract data bases contain only those data elements required for
management at those locations. The information within those data elements is identical to
that on the CMF. The HMF is updated weekly and the VEF1200 and Headquarters/Albany Extract
are normally updated cyclically from the CMF for shared use.

6. Definitions. Definitions are provided in Figure 1-1 to further assist in understanding
the input and output of the MCTFS. On-line terminals or stand-alone computers are used to
input data at various administrative management levels. Management reports, and other output
are extracted at three primary levels: The RU, intermediate commands (Division, Wing, Base,
or MEF for example), and CMC.

7. Reporting Codes. There are reporting codes within the MCTFSPRIM which are provided as a
management tool for ease to the user. The MCTFSCODESMAN is the official authority for codes
that will be reported in the MCTFS. Codes listed within the MCTFSPRIM that are not listed in
the MCTFSCODESMAN will be included in future changes to the MCTFSCODESMAN, or are available
through the supporting MISSO.
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10101. MCTFS MANAGEMENT RESPONSIBILITIES.

HQMC Departments/Divisions and many various commands share the responsibility for providing
leadership and management oversight for specific functional areas or specific population
groups within the MCTFS. This is required to ensure accurate and timely information is being
reported on every Marine in order to provide quality support and service to both the Marine
and the appropriate commands to allow for adequate decision-making. The MCTFS employs
various data processing equipment to receive input information. Modern data
collection/processing methods and equipment are used to provide commanders with timely and
accurate information to ensure effective manpower management at all levels of command. Every
level of command must be aware of the capabilities and functions of the MCTFS in order to
best use the information which the system makes available.

1. Commanding Officers of all units, active and reserve, and HQMC department/division heads
are responsible and accountable (at the Reporting Unit (RU) level or Command Reporting Unit
level (CRUC)) for reporting events, as they occur, in to the MCTFS on their Marines and other
attached personnel to ensure accurate and timely information is available for decision-making
purposes.

2. Commanding Generals are responsible and accountable for providing support to major
subordinate commands/elements and for ensuring personnel and pay information within the MCTFS
is being reported in a timely and accurate manner. Moreover, Commanding Generals should
conduct appropriate training and inspections to ensure adequate MCTFS internal controls
exist. Manpower Information System Support Offices (MISSO) and Marine Corps Administrative
Assistance Teams (MCAAT) have been established and staffed to provide assistance in these
matters. Sample inspection guidelines are contained on web sites, www.lejeune.usmc.mil/mcaat

3. The Deputy Commandant for Manpower and Reserve Affairs (CMC (M&RA)), under the direction
of the CMC serves as the Manpower Functional Manager (FM) and (Systems Command) Program
Manager (PM) and is directly and legally responsible for MCTFS policy development.
Correspondence pertaining to policy development and guidance for the MCTFS should be
addressed to the CMC (M&RA) .

4. The Director, Manpower Management Information Systems Division (CMC (MI)) is responsible
for and serves as the Program Manager (PM) for functional management of the manpower portion
of MCTFS to include providing system support, effecting MCTFS procedural policy and
overseeing the reporting of data concerning Quality Assurance issues. Correspondence
pertaining to the management of the manpower portion of MCTFS should be addressed to the CMC
(MI). The MISSO's and MCAAT's are under the operational control of MI Division and assist
the Director, MI by providing local FM representation and oversight.

5. The Director, DFAS-KCC, is responsible for and serves as the Functional Manager (FM) for
the military pay portion of the MCTFS. Correspondence pertaining to the financial management
of the MCTFS should be addressed to DFAS-KCC.

6. The Director, Command, Control, Communications and Computer (C4I) Division (CMC (CC))
provides technical oversight and managerial support of the MCTFS and is responsible for data
processing operations in support of MCTFS. Correspondence pertaining to data processing
operations of the MCTFS should be addressed to the CMC (CC). The C4I, as Chief Information
Officer (CIO), will provide guidance on the best use of information technology (IT)
strategies suited for the Marine Corps.

7. Certain HQMC Departments and Divisions manage critical functional areas to ensure
adequate internal controls exist in the MCTFS at the corporate level in order to provide the
support required to our Marines and the Commandant. Specific areas of functional oversight
include:

a. The Commanding General, Marine Corps Recruiting Command (MCRC) manages officer and
enlisted Non-Prior Service (NPS) accession reporting and Prior Service (PS) active component
recruiting, in close coordination with MPP-20 and MPP-30 (Enlisted/Officer Plans), into the
appropriate MCTFS feeder systems. The CG, MCRC is also responsible to:

(1) Ensure initial entry data is entered timely and accurately.



MCTEFSPRIM

(2) Ensure reporting issues are coordinated closely with MI Division.

(3) Ensure an adequate system of internal controls/audits exist to facilitate
accurate and timely reporting of all newly accessed personnel.

b. The Director, Personal and Family Readiness (MR) Division is responsible for:
Casualty, Dependent, Personal Affairs, Drug/Alcohol/Health Affairs, Education and other
Quality of Life issues that affect MCTFS reporting procedures.

(1) Reviewing, on a periodic basis, at least quarterly, casualty data in MCTFS.

(2) Reviewing/reconciling records of those Marines in an MIA, DUSTWUN, or other
specialized status for accuracy.

c. The Director, Personnel Management (MM) Division manages the active component officer
and enlisted assignment functions and Military Occupational Specialty (MOS) assignment.
Additionally, the following branches provide specific management as it relates to the MCTFS:

(1) MMEA manages the entire active duty Marine enlisted population and coordinates
the assignment of those Marines in the enlisted training pipeline.

(2) MMOA manages the entire active duty Marine officer population and coordinates the
assignment of those Marines in the officer training pipeline.

(3) MMPR manages the promotion efforts and provides functional oversight for both the
active and reserve components.

(4) MMSB manages the Official Military Personnel Files (OMPF) and the Performance
Evaluation System for all Marines.

(5) MMSR manages the entire retired Marine population and the separated Marine
population (for manpower purposes) 24 months after separation.

(6) MMMA manages and coordinates the Awards program for the Marine Corps.

d. The Manpower Policy (MP) Division manages policy that affects the MCTFS from a
manpower perspective. MP coordinates policy matters with the Programs and Resources (P&R)
Department and DFAS-KCC for military pay.

e. The Director, Reserve Affairs (RA) Division in close coordination with the CG,
MARFORRES manages all matters pertaining to the Reserve establishment. Specific areas
include:

(1) Management of the "Active Reserve" (AR) officer and enlisted population, the
Selected Marine Corps Reserve (SMCR) population and coordination of assignment issues.

(2) Coordination of policy issues and Reserve end strength matters.

(3) Management of the IRR population (to include MTU members), the Standby Reserve
(Active Status List (ASL) and Inactive Status List (ISL)), and the IMA population.

f. NAMALA. The Navy and Marine Corps Appellate Leave Activity, under a service level
agreement with the Navy, is responsible for managing the record statuses of those Marines on
involuntary appellate leave, and for providing assistance to those commands that require
such. The NAMALA will coordinate with MI Division on a monthly basis in monitoring those on
involuntary appellate leave.

g. MCCDC. The CG, MCCDC, is responsible to coordinate all MOS standards, training, or
structure changes affecting MCTFS with the DC/S M&RA with sufficient lead time to ensure
timely and accurate reporting.

h. MARCORSYSCOM. The CG, MARCORSYSCOM is required to provide equipment hardware to
reporting units for necessary infrastructure support.
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i. The Director, AR Division, is required to provide support for the HQMC staff. As
such, the Director, AR will ensure that those administrative functions that pertain to
personnel, manpower and pay issues are coordinated with the DC/S M&RA prior to implementation
to avoid inconsistent policies/procedures.

8. Figure 1-2 portrays the functional and technical management of MCTFS.
10102. MCTFS ARCHITECTURE/SYSTEM SUPPORT.

The MCTFS is the most critical Automated Information System (AIS) in the manpower functional
arena as it supports all functional areas at both the field and corporate level. As such, it
is a key element of the MAGTF C4I architecture and infrastructure. MCTFS includes the
following systems definitions/applications for applicable systems support:

1. MCTFS Core Application Sub-Systems. These systems are core application systems that are
an integral part of the MCTFS. They meet the Mission Need Statement requirement for
providing "current" information on all personnel for decision-making purposes.

a. Unit Diary/Marine Integrated Personnel System (UD/MIPS). The UD/MIPS input/output
system supports active and reserve operating (tactical) forces. This system does not require
constant on-line connectivity, rather, work can be done off-line and merely uploaded when
necessary. This is the primary input/output application system within the MCTFS and can be
used from any location worldwide using Marine Corps and DoD command and control support. It
requires support from regional MISSO's. This is a class 1A application system.

b. On Line Diary System (OLDS). The OLDS input/output system supports Headquarters,
U.S. Marine Corps, other higher headquarters and the supporting establishment, (e.g., Non-FMF
commands) . The OLDS requires on-line connectivity to the mainframe processing site.

2. MCTFS Associated Systems. Certain information reported, collected, processed, and
maintained for MCTFS is common to, or obtained from, other automated information systems.
The MCTFS is an integrated system sharing common input and using a common master
personnel/pay record. These systems rely upon MCTFS in one fashion or another to receive or
send critical data for a variety of decision making purposes. These associated systems are
critical to the overall management of Marine Corps matters on a day to day basis.

a. Defense Retiree and Annuitant System (DRAS). The MCTFS has a specialized interface
built within to provide retiree pay information on all retirees to the DFAS-Cleveland. The
DRAS returns information to the MCTFS regarding personnel information on retirees.

b. By Name Assignment (BNA). The MCTFS provides extracts to this system to assist in
the management of entry level assignment support to service schools.

c. Headquarters Accession Management System (HAMS). All prior service Marines without a
MCTFS record, Naval Academy graduates and members of the USMC Band have a computer record
generated through HAMS by HQOMC. Computer records missing from the MCTFS are also accessed
via the HAMS.

d. Automated Recruit Management System (ARMS). All prospective officers and non-prior
service enlistees have an initial computer record generated through ARMS with terminals
capable of input and retrieval located at all recruiting stations, OCS, TBS, and the recruit
depots. The ARMS is a system comprised of four separate modules designed to track entry
level Marines through the training pipeline. This system begins with the ARMS-RS module
which starts storing the enlistee information at the Recruiting station and continues to
support the Marine through the MCRD, SOI (MCT) and the Entry Level School (ELS). This is
supported by the modules titled ARMS-DEPOT, ARMS-SOI and ARMS-ELS. The ARMS provides
information to the MCTFS through the daily cycle starting from the date of accession at MCRD
and continuing through graduation day from the ELS.

e. Total Force Retention System (TFRS). The MCTFS has an interface with TFRS that
provides information concerning requests for retention, extension of enlistment, lateral
moves, and approval action for both Regular and Reserve Marines.
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f. Automated Order Writing Process (AOWP). This system provides information for PCS
orders, via an interface with the UD, for Active Duty members in units throughout the Marine
Corps.

g. Marine Corps Automated Instruction Management System (MCAIMS). The MCTFS provides a
limited amount of pay and personnel data, via an interface from UD/MIPS, for training
management at formal schools.

h. Automated Fitness Report System (AFRS). Data is drawn from the MCTFS to assist in
maintaining records of fitness reports for Officers, SNCOs and Sergeants for assignment,
promotion and management purposes.

i. Defense Enrollment Eligibility Reporting System (DEERS). The MCTFS provides
information to the DEERS for identification card input reporting and dependent data for
identification of benefits and privileges.

j. Department of the Navy Central Adjudication Facility (DONCAF). The MCTFS provides
and receives security information and supports security clearance "action" information for
the entire Marine Corps via an interface with DONCAF.

k. Monitor Assignment Support System (MASS). Information from the MCTFS is provided to
support officer and enlisted assignment management efforts.

1. Marine Corps Promotion System (MCPS). Information from the MCTFS is extracted to
provide data for management oversight of promotions for all Marines.

m. Marine Corps Mobilization Planning System (MCMPS). Data is drawn from the MCTFS to
support management efforts for all aspects of mobilization planning.

n. MAGTF Deployment Support System II (MDSSII). The MCTFS provides basic personnel
information to the MDSSII, via an interface from UD/MIPS, to support basic manifesting/
embark efforts.

o. Defense Manpower Data Center (DMDC). A weekly and/or monthly file of information
from the Automated Extract of Active Duty Military Personnel Records(see DODI paragraph
1336.5) and the Reserve Component Common Personnel Data System (RCCPDS) provided to the DMDC
via an extract from the MCTFS. This information is used by the DMDC to pass critical data to
the Department of Veterans Affairs (DVA), the Internal Revenue Service (IRS) and other
federal agencies.

p. Joint Personnel Asset Visibility (JPAV) Program. Information from UD/MIPS is
extracted and exported to JPAV to provide visibility to the Commander In Chief or Joint Task
Force Commander of USMC personnel within a given AOR.

g. Marine Corps Reserve Support Command (MCRSC) Management System. The MCRSC Management
System uses extracts of data from the MCTFS to provide support in the management oversight
functionality for members of the Inactive Ready Reserve (IRR).

r. Marine Corps Manpower Operational Data Store (MCMODS). An operational data store
that stores current manpower data obtained from MCTFS, the TMR, and other sources. MCMODS is
used for decision support, management reporting, and the development of client-server or web-
based applications. Updates to MCMODS data must be made in the source system. Once the
source system is updated such changes will be reflected in MCMODS during the next scheduled
refresh cycle.

s. Total Forces Data Warehouse (TFDW). TFDW maintains historical data obtained by
capturing a monthly ‘snapshot’ of the MCTFS database and certain transactions reported into
MCTFS during the month.

t. Systems not listed above are not authorized to draw or store data from the MCTFS. A
written justification request from the sponsor must be sent to the CMC (MI) listing the
purpose per the Privacy Act of 1974.
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10103. ACCESSION OF COMPUTER RECORDS INTO MCTFS.

1. Personnel entering the Reserve component from the Regular component, whose records were
dropped at the end of the required Active Duty (AD) service, are maintained in MCTFS in the
new Reserve status.

2. Reserve Recruit Accessions. Records for NPS recruits, who report directly to the recruit
depots, will be accessed into MCTFS upon assignment to IADT. Records for NPS recruits, who
perform IDT with their SMCR unit (Training Pay Category P) before reporting to recruit
training, will be joined using the instructions in Chapter 3 for ECCO (accession) data and
Chapter 6 for initial joins (joining records to the MCTFS file for the first time).

3. Immediate Reenlistment. The UD statement reporting an immediate reenlistment will update
MCTFS.
4. Broken reenlistment or records missing from the MCTFS File. When a PS Marine reenlists,

and has no MCTFS record, or it is determined that the record is missing from MCTFS, the RU
will report an initial join entry after submitting a request for accession message as
directed in Chapter 3.

5. Reservists Assigned to AD (31 Days or Longer). (Exclude mobilization, reserve units
involuntarily recalled under Presidential callup authority, and reservists ordered to recruit
training.) The parent Reserve unit must report the appropriate transfer to active duty entry
per Chapter 6. The AD RU with the MCC to which the reservist reports must report an initial
join entry per Chapter 6. Determination of which reservists should be transferred to active
duty under different conditions is as follows:

a. A reservist assigned to a period of AD for 31 days or longer will be transferred to
active duty.

b. A reservist assigned to AD for a period of 30 days or less will not be transferred to
active duty.

c. A reservist assigned to AD for a period of 30 days or less and then extended for a
period or periods of 30 days or less for each extension will not be transferred to active
duty. See Chapter 6 for further guidance.

d. A reservist assigned to AD for 30 days or less and receiving an extension of more
than 30 days will be transferred to active duty with the ED being the first day of the
extension. See Chapter 6 for further guidance.

6. Reservists Who Do Not Report for AD. When a reservist does not report for AD as ordered,
the CG, MARFORRES will determine if the Marine is in an unauthorized absence status by reason
of failure to report. TIf the CG, MARFORRES excuses the failure to report, the orders will be
modified or cancelled. When failure to report is not excused by the CG, MARFORRES and the
Marine is declared a deserter, refer to Chapter 7 Section 3 for instructions.

7. Reservist’s Orders are Modified or Cancelled. When a reservist's orders are cancelled or
the report date is modified, and a transfer to active duty has previously been submitted, the
active duty site commander/I-I/supervisor of the activity from which the reservist departs
will refer to Chapter 6 for instructions.

10104. MCTFS PROCESSING.

1. Reporting Personnel Data. The UD is the basic input medium of the MCTFS and is used to
report personnel gains and losses, establish information and change, delete, or correct
previously reported information based on day-to-day occurrences. In addition, MCTFS pay
unique data elements are reported by Marine Corps Disbursing Officers (DO) and the DFAS
Finance Officer (FO).
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2. Reporting Data in MCTFS

a. MCTFS Processing Cycles. MCTFS processing, or computer record update cycles, are
normally run five times every week (Sunday through Thursday) but may be run seven days a week
for major contingencies, if required. The OLDS welcome menu screen contains information
regarding cycle numbers and cut-off and processing dates. All unprocessed UD’s certified
prior to the cycle cut-off date are electronically transmitted to a collection or batch file
at the DFAS-KCC.

b. MCTFS Processing. Transactions on collected UD’s are edited to ensure they meet
specified logical conditions which will allow them to be processed against the Central Master
File (CMF) which contains all individual computer records. Transactions which pass these
edits then update the CMF. Some transactions may fail to update the CMF, or may create
conditions of which the RU must be advised. Information on these transactions is returned to
the units via their Diary Feedback Report (DFR) (Figure 1-7). Transactions which do not
create error conditions update computer records. The RU can assume that transactions not
referenced on the rejected transactions were successfully processed. Information on the
status of UD’s is also returned to the unit after each processing cycle and is contained on
the Diary Statistics Report (DSR) (see flowchart on Figure 1-8). Numerous transactions are
passed to the advisory file. Units must check both the advisory and error files.

Information on transactions processed during each cycle is contained on the MCTFS via MCTFS
Retrieval.

c. Updated MCTFS Records. Records which have been updated during MCTFS cycles may be
viewed using MCTFS. (See chapter 2, section 3.) The Leave and Earnings Statement (LES),
Basic Individual Record/Basic Training Record (BIR/BTR), Record of Emergency Data (RED),
Record of Service (ROS) and unit quality control reports also reflect the current condition
of the CMF as of the processing date. Information reported to update or change the computer
records will be submitted by using one of three other types of statements. The method of
processing depends on the type of statement submitted, and the type of transaction being
reported. Types of statements are described in Chapter 2. A brief description is included
herein to help explain how data is processed in the MCTFS.

(1) Normal Statement. Used to report information that has not been previously
reported. For certain transactions (identified as GROUP D in chapter 2), normal statements
are used to report correct information to replace erroneous information previously entered
into the computer record.

(2) Deletion Statement. Used to delete erroneous information which was previously
entered into the computer record. A deletion statement is limited to certain select types of
transactions (identified as GROUP A, B, C or E in chapter 2).

(3) History Statement. Information reported on the UD for historical purposes does
not update the computer records. This type of information is reported with historical
statements, which are passed through the system and appear on the Transaction Research File
(TRF). See Chapter 2 for additional information on historical statements.

3. Steps to On-line Processing. Figure 1-7 provides a chart which shows the on-line flow of
information.

a. Step 1. Basic format edits are performed during UD input, and changes can be made by
the UD clerk until the UD is certified. The certifier can decertify a UD if later changes
are necessary, up until the UD is transmitted by the input site to the DFAS-KCC.

b. Step 2. The DFAS-KCC removes all certified UD’s from the UD preparation file, flags
them as processed, and transmits them for processing.

c. Step 3. On-line UD’s are processed only at the DFAS-KCC.

(1) Those entries that process properly are posted to the CMF. Those entries which
fail are assigned an advisory number and are then added to Part II of the DFR. Information
on Marines in the RU input by other units, such as HQMC, computer-generated messages, TAD/FAP
units, or former units will be included in the parent RU's DFR. From this report, the RU
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must take action on those rejected entries and advisory messages identified therein.

(2) Each transaction is edited to ensure that the type of transaction is compatible
with the type of statement reported.

(a) If a delete/add is reported, the delete and the add must be of the same type
of transaction and must be listed in GROUP A, GROUP B, or GROUP C for date/time changes only.

(b) If a delete as erroneous is reported, the transaction must be listed in
GROUP C.

(c) All delete/add and delete as erroneous statements not meeting these
requirements are rejected.

(3) When a "delete as erroneous" is processed, the information will be deleted only
if the information to be deleted is present in the computer record.

(4) When a "delete/add" is processed, if the information to be deleted is contained
in the computer record and if the add statement is valid, the delete/add is accepted. The
information to be deleted will be removed from the central master computer record and the add
statement will be entered into the computer record. If either the delete or the add is
rejected, both will be rejected.

4. File Purification (PUREX) . In addition to the processing of information received from
RU's, all computer records are examined on a recurring basis with the use of utility programs
processed at the DFAS-KCC. This examination of records will check certain items to see if
generated changes should be made or if the unit should be alerted to submit changes. For
example, the Rotation Tour Date (RTD) is examined during this process. If the RTD has
expired, there will be an entry on the DFR advising the RU to take appropriate action. For
further information see Chapter 12, Section 4 (BIR/BTR AUDIT PROCESS) .

10105. CONTENT OF INDIVIDUAL COMPUTER RECORD.

1. The MCTFS record for each individual Marine is maintained by the DFAS-KCC. The manpower
information portion of the record includes all the data elements maintained on the record.
The MCTFS record also includes the pay data on each individual Marine. Over 1800 possible
data elements are held on each Marine's MCTFS record.

2. Commanders should be familiar with the contents of the MCTFS computer record and be aware
of the UD reporting requirements necessary to maintain these records accurately and in a
timely manner. Additionally, the commander should determine what information is available
from the MCTFS in the form of reports (both on-line and UD/MIPS reports).

10106. DEFINITION OF MANPOWER INFORMATION SYSTEM (MIS) TERMS

1. Reporting Unit (RU). An administrative activity which is required to maintain a MIS
through UD submission, and reports verification for all personnel assigned to that activity.
A unit MIS is normally performed battalion, squadron, separate company, Marine Security Force
Units, Marine detachment, and I-I staff levels.

2. Subunit (SUB RU). A Sub RU is capable of self-administration, including MIS reporting,
formed as an element of a parent RU. Subunits are formed specifically to provide personnel
administration reporting capability for an element of personnel physically separated from the
parent unit.

3. Monitored Command Code (MCC). A three-byte alpha/numeric code assigned for
identification and control purposes to a command, unit, activity, or an individual billet to

which assignment of personnel is controlled by the CMC (MM).

4. Command Reporting Unit Code (CRUC). The CRUC is the unit, generally the RUC of the
senior command with an MCC, that has the authority to issue PCSO.

5. Reporting Unit Code (RUC). A five-byte numeric code assigned to identify a unit,



MCTEFSPRIM

activity, or SUB RU. RUC's are also assigned to identify echelons of commands which may not
submit UD’s; e.g., division, regiment, aircraft wing, and aircraft group.

6. Administrative Reporting Unit (Admin RUC). A five- byte numeric code assigned to
identify a unit. (See paragraph 10108). Only reporting units which report with UD/MIPS can
utilize the ADMIN RUC configuration. Commands which are serviced by a consolidated

administrative center using these new RUCs will still maintain visibility over their unit's
personnel data through the reconciliation process of UD/MIPS.

Note: Members will never be assigned to administrative RUCs (45000-46999).

7. Intermediate Command. An intermediate command is any echelon other than HQMC which
exercises administrative supervision over other RU's. Examples are regiments, divisions,
groups, wings, bases, stations, and other activities where several RU's exist within a
command. Intermediate commands operate within the overall system as agencies of control and
supervision.

8. Manpower Information System (MIS). The MIS encompasses the tasks and functions required
to maintain and utilize accurate records in the MCTFS data bases. These tasks and functions
include:

a. Reporting information changes on the UD.

b. Reconciling the DFR, and if required, reconciling the Commanders Unit Diary Data Base
(CUDDB) .

c. Verifying records through the audit of:
(1) BIR/BTR/RED/LES.
(2) DMR.
(3) Unit requested rosters and reports ((UD/MIPS) (SMARTS) IMPROMPTU/ODSE) .
(4) RED.
(5) ROS.
(6) Inconsistent Conditions Report (ICR) (monthly in Part III of the DFR).

8. Unit Manpower Information Reporting is reporting events, as they occur, is the
responsibility of the CO/0IC of the RU.

9. Centralized Control of Manpower Information Reporting involves centralizing the mechanics
of UD preparation and DFR's for the subordinate RU's at a higher echelon. A separate UD is
prepared for each subordinate unit that has an assigned RUC. The CO of the higher echelon
command is responsible for exercising adequate controls over the system. The responsibility
for reporting events as they occur remains with the CO of the RU.

10. Consolidated Manpower Information Reporting is the consolidation of the system reporting
for all subordinate units of the command/organization. The CO of the command/organization
authorized to consolidate reporting is responsible for reporting events as they occur.
Consolidated Manpower Information Reporting must be authorized by the CMC (MI).

11. Command DPI. A data processing installation having computer capability to provide
payroll-related services to RU's. The COMD DPI's perform disbursing functions necessary to
execute military payrolls from information extracted from the MCTFS master records. This
process 1s not commonly practiced anymore.

10107. ASSISTANCE FROM PERSONNEL REPORTING JURISDICTION COMMANDS.

1. Most personnel information required by RU's and intermediate commands can be obtained by
proper use of personnel rosters, and other reports requested from the jurisdictional MISSO,
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via the OLDS, or UD/MIPS standard reports. Refer to section 2 of this chapter for further
information.

2. Commands discovering the need for data items not included in the MCTFS which are of a
continuing nature and are not peculiar to the particular unit or command shall submit
recommendations for consideration to the CMC (MI) via their regional MISSO.

10108. ASSIGNMENT OF RUC'S, ADMINISTRATIVE RUC AND MCC'S.

1. ADMINRUC.

One ADMIN RUC is used to prepare and submit Uds for the entire command/organization.

Subordinate units of the organization do not submit UD’s. See Figure 1-4 for an example of
how to request assignment of an Admin RUC. Once approved, the ADMINRUC/SUB RU ‘UPSFLAG’ will
be turned on within TABLE 0l. See Figure 1-5 for requesting addition or modification of a

RUC to an Admin RUC.

2. RUC's. A RUC is assigned upon activation of a unit or SUB RU which requires and is
capable of MCTFS reporting, and in certain instances when a unit is redesignated. Requests
for assignment of RUC's in other circumstances will be submitted to the CMC (MI) via the
chain of command. The request for assignment must include all the information listed in
Figure 1-6. Assigned RUC's and MCC's are listed in MCO P1080.20 and are also maintained in
the MCTFS computer tables. Printouts of these tables are on file at each MISSO.

3. MCC's. Assignment of MCC's shall be made by DC/S M&RA. Requests for assignment of
MCC's, shall be submitted to TFS Division, CG MCCDC Quantico, VA, who will obtain the
recommendations of necessary staff agencies prior to final approval.

10109. ACTIVATION/DEACTIVATION OF SUB UNITS.

1. Activation. When a group of personnel is assigned to duty in a location away from the
parent RU, or is otherwise purposely separated from the parent RU for a period in excess of
30 days, an SUB RU may be activated for the purpose of personnel administration. When more
than one SUB RU of a parent RU is activated, the SUB RU's will be numbered in sequence as
activated, such as SUB RU 1 or SUB RU 2. The request to activate a SUB RU must be submitted
to the CMC (MI) wvia the chain of command. The request for assignment must include all
information listed in Figure 1-6. A request for activation of a SUB RU which will not be
capable of self-administration shall contain specific justification for formation of a unit
lacking such capability. Also included will be the identity of the unit to be charged with
personnel administration/personnel reporting responsibility for the SUB RU.

a. The SUB RU titles will include the identity of the parent RU.

b. A UD entry will be prepared by the parent unit for the date of activation of a SUB RU
and will include a HISTORICAL Record of Events entry to report the activation per Chapter 6
Section 7 of this manual. Any personnel assignments to the SUB RU will be reported on the
next UD, using individual, volume transactions, and/or group entries as applicable.

c. The initial UD submitted by the SUB RU will be prepared for the date of activation.
The entry will include a Record of Events entry to report the activation of the SUB RU.
Personnel assigned to the SUB RU will be joined as prescribed in Chapter 6 Section 2.

d. Once activated, a SUB RU functions as a separate RU and for UD purposes is
independent of the parent RU and organization with which it is serving. Personnel may be
joined from units or commands other than the parent unit without first being joined by the
parent RU unit and then reassigned to the SUB RU.

e. The SUB RU's will NOT be activated under the following conditions:

(1) For periods of 30 days or less.

(2) When the duty to be performed could be accomplished more practically by assigning
personnel to TAD.
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(3) When the parent unit would have to prepare UD’s for the SUB RU unless
specifically authorized by the CMC (MI).

2. Officers in charge of the SUB RU's are charged with the same personnel reporting
responsibilities as commanders of the RU's.

3. Deactivation of a SUB RU must be authorized by the CMC (MI).

a. A Record of Events entry to report deactivation will be submitted by the SUB RU on
the UD prepared for the date of deactivation. See Chapter 6 Section 7.

b. The parent RU will prepare a UD HISTORICAL Record of Events entry to report the
deactivation of a SUB RU. EXAMPLE: HIST: RUC SUBUNIT (number and title) DEACTD ON (date).

4. Zero Strength. On the date a RU's personnel strength is reduced to zero, but the unit is
not deactivated, a Record of Events entry will be submitted to report this information.
Refer to Chapter 6 Section 8.

a. When a SUB RU at zero strength resumes UD submission, the first UD submitted must
contain a Record of Event entry to resume personnel reporting. Refer to Chapter 6 Section 8.
If the SUB RU is not capable of self-administration, to include personnel reporting,
personnel reporting will not be resumed without approval of the CMC (MI).

b. When it becomes necessary to resume UD submission for the purpose of reporting
correction entries ONLY, or to deactivate an SUB RU, the next senior unit in the RU's chain
of command will prepare a UD.

10110. AUTHORITY FOR CHANGING CONTROL OF MIS REPORTING.

1. Centralized Control of MIS Reporting may be authorized by CO's without prior approval
from the CMC. Some organizations or commands may find it advantageous to centrally control
reporting to achieve greater efficiency and improve performance and better usage of available
personnel, equipment, and facilities. Organizations that centrally control reporting will
generally find it expedient to authorize subordinate units with assigned RUC's that are
deployed/detached from the parent organization to submit UD’s directly to the Master File.

2. Consolidated Reporting may be authorized only by the CMC. Requests for authority to
conduct consolidated reporting will be submitted to the CMC (MI) with appropriate justifica-
tion. The request should indicate whether subordinate units are to be deactivated or reduced
to zero strength. Upon approval, the CMC (MI) will provide instructions regarding the
deactivation/reduction to zero strength of subordinate units. Organizations that consolidate
reporting functions in the MCTFS may have subordinate units which are to be deployed/detached
from the parent activity for which unit personnel reporting is desired. If the subordinate
unit was previously deactivated, authority for activation must be requested from the CMC
(MI). 1If the subordinate unit is at zero strength with an assigned RUC, it will be reported
from zero strength and normal reporting resumed.

10111. RU COMMANDER'S SPECIFIC RESPONSIBILITIES.

The reporting unit commander is responsible for:

1. The accurate, timely, and complete reporting of personnel manpower and pay information on
every Marine within the unit, as well as all unit activities/events/occurrences that require

reporting.

2. The accurate preparation and timely submission of the UD. The UD is required to be
submitted as soon as possible after a reportable event has occurred.

3. The reporting of data as required by all Software Release Notices, Personnel
Administrative Advisories (PAA’s), MISSO Broadcast Screens, and any other special notice.

4. The verification and reconciliation of the DFR to ascertain that all UD entries have been
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processed, and the data reported is accurately reflected within the MCTFS.

5. Reporting of appropriate UD entries to ensure the CMF properly reflects the members of
the unit. All personnel accountability matters are vital to have an accurate OEMF for each
Marine.

6. Verification of the individual Marine’s system data and audit of the
LES/RED/SGLI/ROS/PES/BIR/BTR and reporting of required UD entries.

7. Verification of the Inconsistent Conditions Report (ICR) and other periodic MCTFS
accuracy surveys and reporting of required UD entries.

8. Establishment of a join, return from TAD in excess of 30 days, pre-deployment, and
triennial audit internal control process to identify and correct erroneous or missing
information. Commanders are encouraged to use exception rosters via UD/MIPS, IMPROMTU, MOL,
and ODSE, or any other automated reports to purify information in the MCTFS. The regional
MISSO will assist commands with establishing the necessary reports. The MCAAT checklist
should be used for the establishment of audit controls.

9. The use and safeguarding of the RU's M-ELSIG, and training on the use of ELSIG's by those
personnel who are assigned them. The ELSIG authentication process is a critical internal
control and basic safeguard of personnel and pay data in today's world of information
warfare. Unit Commanders must recognize that the ELSIG is a vital part of identifying who
has access to view, review, report, change, verify and certify data in the UD/MIPS and MCTFS.
See Chapter 2.

10. If the RU commander is at a Command Reporting Unit Code (CRUC), the unit will have the
additional responsibility of reporting and accounting for PCSO Reports, and all associated
reporting with this function.
11. Unit commanders are required to establish and maintain MOS and functional training
programs for their administrators and all personnel who are granted access to MCTFS. Minimum
training elements will include training concerning:

a. Security and safeguarding information in the MCTFS.

b. Accuracy and timeliness of reporting information.

c. Responsibility of reporting Pay and Personnel information.

d. MOS Individual Training Standards per MCO P1200.7. (ITS for OccFld 01).
10112. REPORTING RESPONSIBILITIES FOR RESERVE AND RETIREE RECORDS.
1. The AD site commander's for aviation SMCR units and the I-I's for ground SMCR units are
responsible for the actions listed in paragraph 10111 for members of their respective SMCR

units.

2. The CG, MCRSC is responsible for the actions listed in paragraph 10111 for members of the
IRR, Standby Reserve, IMA's and MTU's.

3. The CMC (MMSR) 1is responsible for the actions listed in paragraph 10111 for members of
the FMCR and for Retirees.

10113. INFORMATION SECURITY/WARFARE.

1. Many personnel may potentially attempt to use the data from MCTFS in unauthorized
manners, to attempt to destroy the integrity of the data, to infect the system with a virus,

or to cause loss of service or other irreparable damage. To combat this, a variety of
security profiles and audit methods are utilized to allow the system security administrators
to track who enters the system, and a variety of other information. Security profiles are

used to shield the system from the types of attacks mentioned above. To do so, the DFAS-KCC
provides overall system security within the Kansas City domain in close coordination with the
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Director, DECC St. Louis and the CG, MCCDC, to ensure that information warfare concerns are
met.

a. System Entry. Those individuals authorized to enter or change data within MCTFS are
required to use a two-person system of checks and balances requiring an Electronic Signature
(ELSIG) authentication code (which is automatically generated by the system after initial
issue). Those who "view only" are still required to have an ELSIG, but may not make changes
to the data. Per the FIP and GAO Policy Manual for Electronic Reporting Systems, MCTFS is
classified as a highly sensitive, unclassified system. CO’s and HQMC reporting agencies may
not waiver from this security process. During normal MCAAT reviews, this will be a formal
evaluation of the unit’s system security measures. The Director, DFAS-KCC has promulgated a
MCTFS System Security Manual that is applicable to all commands and HQMC agencies.

b. System Integrity. Various agencies check the data integrity on a daily, weekly,
monthly and periodic basis to ensure the data entered and extracted is correct, not
corrupted, and not released to unauthorized personnel. Additionally, MCTFS itself has a wide
variety of management reports that are either automatically generated, or generated upon
request to ensure system integrity.

c. Security Precaution Measures. All commanders, FO’s, DO’s and all CMC RU’s are
required to report any suspected violations to their supporting MISSO and/or Terminal Area
Security Officer (TASO). Unauthorized access and release are punishable under numerous
provisions of the Privacy Act of 1974 and DoD Directive 5200.28-R. Significant security
violations must be reported within 24 hours to either the CMC (MI) or to the Director, DFAS-
KCC, as per MCO 5521.3, Personnel Security Investigation Security Clearance and Access.
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FIGURE 1-2.—-MCTFS MANAGEMENT STRUCTURE.
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FROM: (COMMAND REQUESTING ADMIN RUC)
TO: CMC WASHINGTON DC//MI//
INFO: (APPROPRIATE JURIS, MISSO)
DFAS KANSAS CITY MO//TSO//
(CHAIN OF COMMAND)
UNCLAS //N01080//
SUBJ/REQUEST FOR ADMIN REPORTING UNIT CODE (ADMIN RUC)
REF/A/DOC/CMC MIF/YMD:
AMPN/REF A IS MCO P1080.40, MCTFSPRIM//
RMKS/1. PER THE REFERENCE, REQUEST ASSIGNMENT OF AN ADMIN
REPORTING UNIT CODE (ARUC) FOR THE FOLLOWING UNIT:
UNIT TITLE AND NAME OF CONAD:
PARENT MCC: (FOR THE SUPPORTED UNITS)
JURIS CODE:
2. THE ADMIN RUC WILL SUPPORT THE FOLLOWING ASSIGNMENT UNIT CODES.

A. PRESENT RUC, TITLE, PRIMARY MCC, ALL ADDITIONAL MCC’S AND DESIRED REPORTING
STATUS (SELF-REPORTING/OR CONAD REPORTING) .

B.
C.

D.
3. REQUESTED DATE OF CONSOLIDATION: (ALLOW A MINIMUM OF TWO WEEKS FROM THE DATE OF REQUEST)

4. JUSTIFICATION:

5. POINT OF CONTACT FOR THIS UNIT IS: (RANK, NAME, and PHONE NUMBER) .

FIGURE 1-4.--REQUEST FOR ADMIN RUC
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REQUEST FOR ADDITION/MODIFICATION OF RUCS TO ADMIN RUC

FROM: (COMMAND REQUESTING ADMIN RUC)
TO: CMC WASHINGTON DC//MI//
INFO: OIC APPROPRIATE JURIS, MISSO
DFAS KANSAS CITY MO//TSO//
(CHAIN OF COMMAND)
UNCLAS //N01080//
SUBJ/REQUEST FOR ADDITION (OR MODIFICATION) OF RUC’S TO ADMIN RUC
REF/A/DOC/CMC MIF/YMD:
AMPN/REF A IS MCO P1080.40, MCTFSPRIM//

RMKS/1. PER THE REFERENCE, REQUEST ADDITION (OR MODIFICATION) TO ASGN UNIT CODES SUPPORTED
BY THE FOLLOWING ADMIN RUC.

XXXXX

UNIT TITLE AND NAME OF CONAD:
PARENT MCC:

JURIS CODE:

2. THE FOLLOWING ADDITIONS (OR MODIFICATIONS) TO THE ASGN UNIT CODES SUPPORTED BY THE ABOVE
ADMIN RUC ARE REQUESTED.

A. ADD: PRESENT RUC, TITLE, PRIMARY MCC, ALL ADDITIONAL MCC’S AND REPORTING STATUS (SELF
REPORTING/OR CONAD REPORTING),

B. MODIFY THE REPORTING STATUS OF: PRESENT RUC, TITLE, PRIMARY
MCC, ALL ADDITIONAL MCC’S TO BECOME SELF-REPORTING (OR CONAD REPORTING) .

C.
D.

3. REQUESTED DATE OF ADDITIONS (OR MODIFICATION): (ALLOW A MINIMUM OF TWO WEEKS FROM THE
DATE OF REQUEST)

4. JUSTIFICATION:

5. POINT OF CONTACT FOR THIS UNIT IS: (RANK, NAME, and PHONE)

FIGURE 1-5.--REQUEST FOR ADDITION/MODIFICATION OF RUCS TO ADMIN RUC
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FROM (COMMAND REQUESTING RUC)
TO CMC WASHINGTON DC//MIF//
INFO CG/CO OF THE PERSONNEIL REPORTING JURISDICTION WHERE COMMAND IS LOCATED
IDT DFAS-KANSAS CITY CENTER KANSAS CITY MO//
(CHAIN OF COMMAND)
UNCLAS //N0O1080//
SUBJ: REQUEST FOR REPORTING UNIT CODE (RUC)
A. MCO P1080.40, MCTFSPRIM
1. PER THE REFERENCE, REQUEST ASSIGNMENT OF A RUC FOR THE FOLLOWING UNIT:
A. UNIT TITLE
B. COMPLETE UNIT MAILING ADDRESS
C. LOCATION CODE (STATE/COUNTY)
D. LOCATION CODE (CITY/COUNTY)
E. COMMAND DPI CODE
F. DSSN
G. TYPE CURRENT DUTY CODE
H. JURIS CODE
I. PEN
J. RCN
K. JUSTIFICATION

2. POINT OF CONTACT FOR THIS UNIT IS:

FIGURE 1-6.--REQUEST FOR RUC ASSIGNMENT.
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TABLE 1-1 PRIMARY (P) AND SUPPORTING (S) ROLES FOR DATA MANAGEMENT.

Agency | Accessions | Promotions | AD Officer | Res Active Reserve Retirees Audits
and Officer End End and
Enlisted and Strength Strength Internal
Population | Enlisted Controls
Assignment | Population

Assignment
RUC P (E5 AND S S S P
BELOW)
CRUC P (E5 AND S S S P
BELOW)

MCRC P S S P

MER P S P S P

MI DIV S S S S S S S P

MM DIV P P S S P P

MP DIV P S P

RA DIV P S P S P

DFAS S P
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SECTION 2: SYSTEM MANAGEMENT AND OPERATIONS

10200. PERSONNEL REPORTING JURISDICTION COMMANDS.
1. The local representative of CMC functional manager is the MISSO’s and RU's.
2. The CMC (MI) is designated as functional manager for the MIS including the manpower
portion of the MCTFS. CMC's field representative in each JURIS is the MISSO. The MISSO is
responsible for:

a. The timely and correct consolidation and submission of the MCTFS information.

b. Enforcement of standards for UD submission as set forth in paragraph 20103.

c. Directing corrective action in case of failure on the part of RU's to comply with MIS
requirements.

d. Compliance with all directives and correspondence relating to the MCTFS.

e. Providing appropriate technical assistance to RU's experiencing difficulty or upon
request.
f. Passing information and instructions received from the CMC (MI) as relative to MCTFS.

g. Control and assignment of M-ELSIG's within the respective JURIS.
h. Control of access to locally held Class I MIS data files.
3. The assignment of RU's to specific personnel reporting JURIS commands is based on:
a. Apportioning the workload at the MISSO's.
b. Maintaining command integrity.
c. Proximity of the RU to the MISSO.
d. Method of UD reporting.
e. Special reporting needs of a particular group of RU's; for example, I-I staffs.

4. Reporting Units are assigned to personnel reporting JURIS's as follows:

SOUTHEASTERN JURISDICTION (JURIS 02) Activities in Jurisdiction
MISSO 02

1. All units (with the exception of
Manpower Information Systems Reserve units, I&I Staffs and 4™ MAW
Support Office 02 Active Duty Staffs) located in the
Marine Corps Base following states:

Camp Lejeune, NC 28542-5001
AL, FL, GA, MS, NC, SC, TN, AK, CT, DE,
KY, MA, MD, ME, NH, NJ, NY, OH, PA, RI,
VA, VT, and WV.

2. MARCORSCTYFOR, Cuba, Europe,
Southwest Asia

WESTERN JURISDICTION (JURIS 03) Activities in Jurisdiction
MISSO 03

1. All units (with the exception of
Manpower Information Systems Reserve units, I&I Staffs and 4" MAW
Support Office 03 Active Duty Staffs) located in the
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Marine Corps Base
Camp Pendleton, CA 92055-0001

PACIFIC JURISDICTION (JURIS 06)
MISSO 06

Officer in Charge

Manpower Information Systems
Support Office 06

Building 4009

Marine Corps Base Hawaii
Kaneohe Bay, HI 96863-5010

NORTHEASTERN JURISDICTION (JURIS 09)
MISSO 09

Headgquarters, Marine Corps

Manpower and Reserve Affairs Department
3280 Russell Road

Quantico, VA 22134-5103

MIDWEST AND RESERVE JURISDICTION (JURIS
16 (Active) /17 (Reserves))
MISSO 16/17

Manpower Information Systems Support
Office 16 or 17

Marine Corps Support Activity

Kansas City, MO 64197-0001

FAR EAST JURISDICTION (JURIS 27))
MISSO0 27

Manpower Information Systems Support
Office 27

MCB, Camp S. D. Butler

Unit 35002

FPO AP 96373-5002

Correspondence regarding discrepancies or omissions in the assignment of units within

following states:

AZ, CA, ID, MT, NV, OR, UT, WA and WY

Activities in Jurisdiction
1. All units (with the exception of

Reserve units, I&I Staff) located in
Hawaii.

Activities in Jurisdiction

1. All units (with the exception of
Reserve units, I&I Staffs and 4™ MAW
Active Duty Staffs) located in the
following:

District of Columbia.

2. All units not otherwise identified.
Activities in Jurisdiction

1. (Active) All I&I Staffs.

All 4*® MAW Active Duty Staffs.

All units located in the following

states:

AR, CO, IA, IL, IN, KS, LA, MI, MN, MO,
ND, NE, NM, OK, SD, TX, and WI.

2. (Reserve) All Reserve units.

Activities in Jurisdiction

1. All units based in Okinawa.

2. All units based in Japan.

3. All units deployed to Southeast Asia.
4. MARCORSCTYFOR, Diego Garcia.

5. All UDP units located in Southeast
Asia.

each jurisdiction command should be addressed to the CMC (MI).

10201.

In order to support the timeliness and accuracy concepts of UD reporting and processing,

ESTABLISHMENT OF A MCTFS PROCESSING CONTROL SYSTEM.

the

CG providing the jurisdictional MISSO will establish a MCTFS processing control system that
adheres to the following standards:

1.
the MISSO.

MCTFS Document Control Station.

A MCTFS document control station will be maintained at
The functions of this station are to:

a. Monitor the input of UD’s to ensure adherence to the timeliness standards through the
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use of the OLDS monitor reports. The MISSO will issue a delinquency notice to the senior
command in each instance when a RU commander does not comply with the timeliness standards in
Chapter 2.

b. Upload UD’s via Host on Demand or servicing MISSO.

c. Effect prompt distribution of MCTFS output documents to RU's. All documents must be
distributed to the RU within 24 hours after they are printed/received. This requirement may
be satisfied by adhering to the delivery classification standards prescribed in paragraph
20110.

2. Input Scheduling.

a. A schedule will be established for the conversion of UD’s or other MCTFS input which
require conversion to magnetic form for processing at the Defense Mega-Center (DMC), St
Louis. This schedule should coincide with UD delivery deadlines.

b. The MISSO will determine the time when batch processing of UD’s will occur so that
all MCTFS information is received and acknowledged by DMC, St Louis, in time for the Central
Master File (CMF) cycle.

3. In order to support the timely payment of personnel under MCTFS and the information
requirements of manpower managers, it is essential that MCTFS as a Marine Corps-Wide Class I
Automated System, have priority over all other local applications to include scheduling
during prime time, if necessary, to meet the daily cycle requirements.

4. MCTFS Defense Data Network (DDN)/Defense Information System Network (DISN) Transmission.
Data messages from MCTFS cycles have priority precedence and will be processed by
communication centers in the same manner as priority message traffic. MCTFS traffic will not
be preempted by message traffic with the same precedence. During periods of MINIMIZE, MCTFS
data traffic that deals exclusively with personnel gains and losses will continue to be
transmitted via the DDN.. The DISN is used to connect users with the central computer in
DMC, St Louis.

10202. MISSA RESPONSIBILITIES.

The Director, MISSA, KCMO will ensure that the following information is maintained in a
formal log, and available to MCTFS managers upon request:

1. Cycle number (consecutive by calendar year).
2. Date and time of input to the MCTFS cycle.

3. Date and time of output from the MCTFS cycle.
4. Number of transactions in each cycle.

5. Remarks, to include details when there is a failure to complete a MCTFS cycle.
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SECTION 3: REPORTING UNIT MANAGEMENT INFORMATION
10300. REPORTING UNIT MANAGEMENT.
1. General information.

a. Some of the information included in this section is duplicated elsewhere in this
Manual, however, the intent of this section is to consolidate necessary management
information. Contained within are instructions on how to use the management tools provided
by the MCTFS. In addition, guidelines are provided to enable the commander to evaluate the
effectiveness of internal MCTFS procedures.

b. Although this section is an integral part of this Manual and must be maintained, it
is recommended that copies be made and retained by the commander for instant reference when
required.

c. In addition to the information contained within this section, each paragraph is
cross-referenced where appropriate to provide easy access to more detailed information as
required.

d. This Manual, MCTFSCODESMAN and MCTFSAPSM are the three references required to prepare
the UD and manage MCTFS. The MCTFSCODESMAN is the official authority for codes that will be
reported in the MCTFS. These three manuals contain all pertinent information concerning
MCTFS. These manuals must be maintained and most importantly must be used. A common error
is to rely upon memory or refer to old documents. MCTFS is dynamic and extensive changes are
implemented approximately every 6 months (Oct/Apr).

e. Detailed instructions concerning conditions of entitlement to pay and/or allowances
are contained in the DoDFMR, Vol 7A, MCTFS APSM and JFTR. Refer to the DoDFMR, Vol 7A to
determine when it is necessary to report changes that affect pay and/or allowances. Any
instructions contained in this Manual are not intended to replace those contained in the
references. The instructions contained in this Manual will enable the unit to prepare the
appropriate UD entries, such as entitlement starts and stops, once it has been determined
that the pay status of the Marine has been affected. The specific reference to determine the
entitlement's policy will be included as required (e.g., DoDFMR, Vol 7A, Chap III; and/or
JFTR, Vol. 1, Chap 9 and 12 and the MCTFS APSM). It is imperative that all PAAN’s, SAAN’s,
TAN’s, SAO’s, PAA’s and MISSO advisories are read and maintained at the reporting unit level.

2. 1Internal Controls. CO's and DO’s/FO's must establish written internal control procedures
which describe the methods used to ensure accurate and complete reporting of pay-related
information. These written procedures should be tailored to fit the needs of each
administrative or financial office, and can take the form of any, all, or a combination of
the following: Standard Operating Procedures (SOP), individual desk top procedures,
unit/organizational directive(s), "tickler files," etc. Regardless of the form of the
written internal controls, they must, at a minimum, include: audit procedures, billet
responsibilities, document flow within the office, and relationships with other
organizations; for example, DFAS-KCC, joint reception center, or housing office. Once
documented, the internal controls must be complied with and updated as needed.

3. Electronic Signatures (ELSIG's). A Master Electronic Signature (M-ELSIG) is assigned to
each Administrative RU or individual RU. Using the M-ELSIG, the commander creates the
commander's ELSIG. The commander uses the commander's personal ELSIG to assign/create
personal ELSIG's for the Electronic Signature Control Officer (ECO) and/or UD certifiers,
reviewers, and preparers in the unit. Once the CO has assigned the ECO, the ECO has the same
capability as the CO to assign certifier, preparer or reviewer ELSIG's. CO's should request
the M-ELSIG from their servicing MISSO in writing within seven days of the change of command,
refer to Chapter 2.

4. Unit Diary (UD). The document most commonly used to enter information into the system is
the UD. The following points apply when the UD is being prepared:

a. UD entries must be checked against the entries in this Manual and TTC sequence
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listings. (To be of assistance TTC/SEQ numbers have been added to each paragraph but should
still be verified against TTC sequence listings.)

b. When entries require a code, confirm with MCO P1080.20 if not listed within the
applicable paragraph in this Manual. Do not rely upon memory or old UD’s.

c. The source document (for example, leave papers or school completion certificates)
will be compared with the UD to ensure the correct transaction has been reported. The source
documents will be maintained in the RU's correspondence files unless otherwise stated by
applicable directives. MCO P1070.12 contains more detail on source documents filed in the
Service Record.

d. Upon joining, every Marine's name, initials, and SSN must be checked to ensure
correctness. It is advisable for commanders to use the LES or member’s contract to verify
this information.

e. A UD is submitted to the CMF for each day that a reportable item occurs (non-workdays
excepted). RU's are not restricted to only one UD per day. A continuous flow of timely
information is imperative. Refer to Chapter 2, Section 1.

f. When the UD is presented to the CO/ECO/Certifying Officer for certification all
source documents will be attached.

g. The unit will establish a 30/31 day "tickler" file to monitor transactions that are
to be reported at a future date. For example, leave authorization, subsistence entitlements,
FSA, TAD periods, or separations.

h. The points listed above are by no means a complete checklist. They are areas where
mistakes commonly occur and as such must be closely monitored. Figure 1-4 is a flowchart of
UD processing.

6. Diary Feedback Report Index as Feedback Report (DFR). The DFR is explained at length in
Chapter 12. (also see Figure 1-7).

7. Record Audits (refer to Chapter 12).

a. The commander is responsible for maintaining an accurate MCTFS computer record on all
Marines in the unit. The audit tools provided by the MCTFS include the BIR, BTR, LES, RED,
ICR, DMR, UD/MIPS, Disbursing Reports, IMPROMPTU and MCTFS Accuracy Survey.

b. The unit commander will establish a control system to ensure each of the reports is
audited as prescribed in Chapter 9. Each RU will establish the system which best suits its
needs and strictly adhere to it.

c. In addition to the audit tools provided by the MCTFS, the unit should audit OLDS or
UD/MIPS rosters and/or reports created as required to ensure complete, accurate records.

8. Diary Management Report (DMR). The DMR provides CO's with information to assist in
evaluation of personnel reporting performance. It includes a timeliness rating and rejection
rating listed by the type of transaction. The commander should review this report to ensure
the RU's internal control procedures are providing accurate and timely input to MCTFS. For
further information refer to Chapter 12.

9. Diary Retrieval System (DRS). The DRS contains all transactions that processed (either
successfully or unsuccessfully) in the CMF update cycle. The DRS is made up of three files,
the Transaction Research File (TRF), Master Error Control File (MECF), and the Advisory File.
Transactions will appear on the DRS for approximately 90 to 180 days. For further
information refer to Chapter 12.

10301. INTERMEDIATE LEVEL COMMANDER'S RESPONSIBILITIES.

The following responsibilities apply to intermediate commanders who have an assigned MCC; for
example, Division, Wing, FSSG, Air Station, or Base.
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1. Monitor the accession of electronic records for Marines reentering the Marine Corps after
a broken reenlistment and assigned for initial duty to that intermediate command. Ensure
these Marines, in fact, report for duty.

2. Ensure the prompt resolution of all overdue transient Marines by means of the command
DFR.
3. Ensure duplicate reporting requirements are not placed on subordinate units. If

requested information is available within the MCTFS, notify the requester to obtain the
requested information from the MCTFS.

4. Provide functional area, for example, communications, aircraft maintenance, or motor
transport managers with MCTFS information as required to preclude manual personnel systems
and duplicate reporting.

5. Ensure that subordinate intermediate commands are managing diary reporting from MCTFS
reports.
6. Develop, acquire, and ensure distribution of management reports which are common to

subordinate commands.

7. If the unit is a CRUC, then it has the additional responsibility of reporting statements
in connection with the PCSO.

8. Make recommendations for MCTFS modifications and address MCTFS-related concerns to the
CMC (MI) .

9. Make representatives available for MCTFS Conference participation and to the MCTFS
functional managers as points of contact regarding MCTFS matters.

10. Assist RU’s; with MCTFS reporting and monitor unit adherence to the requirements set
forth in this Manual.
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FIGURE 1-7.--DIARY FEEDBACK REPORT (DFR) PROCESS



DSR

COMPARE D3R COLINT ¥WITH
TOTAL FINAL UD COUNT

MCTEFSPRIM

DIARY STATISTICS REPORT (DSR)

CONTACT MISSO

No—™

LSE TFR TO DETERMINE IF
TRANSACTION IS MISSING

RANS MISSING? Yos-—»

RESUBMIT ENTRY ON NEXT UG

Yes =

POSTED?

ADMIN CHIEF REVIEW

DSR FILE

FIGURE 1-8.--DIARY STATISTICS REPORT

FIND ERROR Ot ADF/MECF AND
CORRECT

(DSR) FLOWCHART.




MCTEFSPRIM

CHAPTER 2 UNIT DI AR .t i ittt ittt ittt ettt ettt teenneeenneeeenneeenneeeenneeenneeenas 2-2
S ) Y L 2-2
SECTION 1: DEFINITION AND PURPOSE . ittt ittt ittt itttteetetttttetteeeeeeeeeennnnnas 2-3
20100. DEFINITION AND GENERAL INEFORMATION. . vt v ittt ittt ettt eeeeeeeeeeeennnns 2-3
20101. PURPOSES OF THE UD ittt ittt ittt ittt eeenneeenneeennneeenneeennneenns 2-3
20102. UNITS REQUIRED TO PREPARE UD' S. .. ittt i itiit ittt tenneeenns 2-3
20103. UD TIMELINES S . ittt ittt ittt ettt tenneeeenneeenneeenneeeenneetennneenns 2-3
20104. UD CERTIFICATION . ¢ vttt ittt it ittt teeneeeenneeenneeeenneeennseeenneenns 2-4
20105. UD PREPARATION, STATEMENTS AND TRANSACTIONS. ...ttt ittt ittt enenennnnnns 2-4
20106. TYPES OF UD ENTRIES . it ittt ittt ittt ittt etennetenneeeenneetennneenns 2-6
20107. TRANSFER OF PERSONNEL REPORTING JURISDICTION.....tviuetrenneennnneennn 2-17
20108. PAY DATA INSTRUCTIONS . ¢ttt ittt ittt ettt ittt tenneeennneeenneeennneenns 2-17
20109. SUBMISSION OF UD Sttt tiiittiiite ittt enneeienneeeenneeienneeeenneenns 2-17
FIGURE 2-1--EXAMPLE OF MESSAGE UD. . ittt ittt itttttttnnnnenneeeeeeeeeeeeeenn 2-9
20110. DISPOSITION OF THE COMPLETED UNIT DIARY ...t ttiit it eennneeenneens 2-10
20111. UD'S FOR DEPLOYING UNITS, SHIP'S DETACHMENT, FLAG AND STAFF ALLOWANCES.2-10
20112. ON-LINE DIARY SYSTEM (OLDS) ¢ttt vttt ittt tttneteennetenneeennneeenneens 2-10
20113. ELECTRONIC SIGNATURE (ELSIG) ¢ttt v i ittt iittteeeeteeeeeeeeeeeeeeeennnns 2-11
FIGURE 2-2—-LETTER TO REQUEST A NEW MASTER ELSIG FOR RUC(S) ....ccvi.n 2-12
SECTION 2: CORRECTION PROCEDURES ..t ittt ittt it ttitt ittt tienneeennneienneeenns 2-13
20200. INTRODUCTION. ¢ttt vttt ettt ittt eneeeenneeenneeeenneeenneeennneeenneees 2-13
20201. DELETE/ADD STATEMENT . .ttt ittt it it et et et e e ettt et et aeaeaeaenenn 2-13
20202. DELETE AS ERRONEOUS METHOD. .t ittt ittt ittt tteeeettttteteeeeeeeeeennnns 2-14
20203. CORRECTION OF ERRONEOUS JOINS, TRANSFERS AND DROPS/SEPARATIONS (GROUP
i 2-15
20204. MISCELLANEOUS CORRECTION PROCEDURES. ...ttt ittt tinneetennneeenneens 2-18
SECTION 3: VIDEO INQUIRY SYSTEM (VIS) vt ttiunttenneeeeneeeenneeeenneeenneeenns 2-19
20300. INTRODUCTION. ¢ttt ittt ettt o teenneeenneeenenneeenneeennneeennseennnees 2-19
20301. BOND AND ALLOTMENT (B&A) SYSTEM. i it i i ittt ittt tttttttttteeeeeeeeennnns 2-19
20302. CENTRAL MASTER FILE (CME) v it ittt ittt ittt ittt ittt tenneeeenneeenneens 2-19
20303. TRANSACTION RESEARCH FILE (TRE) vt iiii ittt ittt ittt tiinneenneens 2-19
SECTION 4: CUSTOMER INFORMATION CONTROL SYSTEM (CICS) ...ttt iiiiiiiinnnnnnnnnn 2-20
20400. INTRODUCTION. t v ittt ittt ettt teeneeeenneeennneeenneeennneeennseennnees 2-20
20401, CONTENT S . ottt ittt it ittt eenaeeeenneeenneeeenneeenneeennneeennseennnees 2-20
SECTION 5: VALIDATION AND EXTRACT FILE (VEF) ...ttt ittt iiiiiiieeennnnnn 2-22
20500. VEF1200A AND VEFLZ200B . ¢t v vttt ittt e ittt e ettt tetnneeenneeeenneeenneens 2-22



7.
(MCT

8.

MCTEFSPRIM

Chapter 2 UNIT DIARY
REFERENCES:
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MCO P1080.33, Manpower Information System Support Office Manual, (MISSO Manual).
MCO P5200.22, Marine Corps Visual Inquiry System User's Manual, (MCVISUM).
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SECTION 1: DEFINITION AND PURPOSE
20100. DEFINITION AND GENERAL INFORMATION.

The UD is the input medium used to report events and occurrences of units, personnel action,
and data relative to Marines supported by a RU of the Marine Corps.

20101. PURPOSES OF THE UD:

1. Provide the means to report information pertaining to Marines and units into the MCTFS.
2. Serve as a permanent historical record of the unit in the Archives of the United States.
3. Serve as the principal document to substantiate pay status changes or critical personnel
changes.

20102. ©UNITS REQUIRED TO PREPARE UD'S.

Personnel reporting is accomplished for each of the below listed units/activities, unless
specifically exempted by the CMC (MI).

1. Each battalion, squadron, separate company, or detachment of the Regular Establishment.
2. Each Marine security detachment.
3. Each Marine Corps Logistics Base.

4. Headquarters Battalion, HQMC.
5. FEach Expeditionary Warfare Training Group (EWTG) .
6. Each ship's detachment.

7. FEach MARCORDIST headquarters (Recruiting Stations and substations, Officer Selection
Offices, and Military Entrance Processing Stations).

8. Each I-I staff and each Fourth MAW AD support staff.

9. Each company, squadron or detachment of the Reserve Establishment.
10. Each aviation squadron, non-FMF.

11. Each MATSG.

12. Each activated Sub Unit.

13. Each organization which has been specifically authorized by the CMC (MI) to consolidate
personnel reporting per Chapter 1.

14. Any unit, activity, organization, or category of personnel as directed by the CMC (MI).
In some cases, one RU may be directed to assume personnel administrative responsibility,
including UD preparation and submission, for another unit or activity.

20103. ©UD TIMELINESS.

Timely reporting of MCTFS information is considered to be 5 days from the date of occurrence
to the date of UD certification. However, accuracy and completeness should not be sacrificed
to meet the 5-day goal. Due to the influence the UD process has on the Marine's pay, it is
imperative that certain UD transactions receive special attention to ensure their timely
submission. Those transactions measured for timeliness are listed in Chapter 12, Section 7.
RU commanders are encouraged to become familiar with them and strive to attain timely UD
input.
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20104. UD CERTIFICATION.

UD’s will be certified by use of an electronic signature (ELSIG) by commissioned or warrant
officers, or GS-7 and above, except when authorized by CMC (MIF), refer to Figure 2-2.

1. The CO/0OIC, I-I or designated officers/GS-7 of the preparing unit will certify the UD.

2. The CO/0IC (Unit Commanders) are delegated the authority to assign a staff
noncommissioned officer (SNCO) (e.g., E7 and above) as UD certifying official when the unit
has no officer physically present. The term “not physically present” will include officers
who are physically on the unit’s rolls, but those whose duty location is not in the immediate
geographical location, e.g. Marine officer instructor attached to I-I Staffs but physically
located at the colleges or universities in other cities. Commanders are required to maintain
documentation to verify non-availability of temporary certifying officers (e.g., TAD orders,
leave papers) assigned to the unit during periods when SNCOs certify diaries. Appointment of
senior SNCOs as certifying officers shall be controlled by the CO/0IC or I-I and not be
further delegated. Commanders must notify CMC in writing of all circumstances where a SNCO
must certify diaries for any period exceeding 30 consecutive days.

3. In those cases where the absence of other available officers is expected to exceed 30
days in duration, the CO/OIC or I-I will notify CMC (MI) via written correspondence (letter,
naval message, or e-mail). Notifications will include the following:

a. Full address of unit appointing a senior staff noncommissioned officer as UD
certifier.

b. Full name, grade, SSN and primary MOS of the designated SNCO.
c. All RUCs authorized for certification of UD.
d. Anticipated duration that the senior SNCO will be authorized to certify UDs.

e. Full name, grade, SSN, primary MOS and title of officer authorizing a senior SNCO to
certify UDs.

4. Certified UDs will be signed in black ink.

5. UDs will not be signed by a person signing for another person who is authorized to sign.
6. I-I's may delegate to Reserve Unit Commanders the authority to certify the I-I UD during
their absence. Reserve Unit Commanders may delegate to the I-I the authority to certify the
Reserve UD during their absence. A Delegation of Authority card (NAVMC 11119) from each
Reserve Unit Commander is required for the I-I/Site Commander or the designated
representative in order to certify the reserve unit diaries.

20105. UD PREPARATION, STATEMENTS AND TRANSACTIONS.

The specific instructions for preparation of OLDS or UD/MIPS may also be found in the
appropriate users manual.

1. Authority. The authority for an entry is required for legal, research, and disbursing
purposes and normally is reported with a history statement.

a. Types of authorities which are normally cited include:

(1) Paragraphs of a Marine Corps Manual, this Manual and/or other manuals approved by
the CMC.

(2) Marine Corps directives and/or other directives, such as Navy Department notices,
which are the basic authority for the action.

(3) Senior authority which identified the Marine by name, for example, PCS orders.
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(4) U.S. codes and/or public laws cited in the CMC letters.
(5) CMC correspondence and messages.
(6) Marine Corps and/or unit special orders.
b. Actions which may require an authority to be included in an entry are:
(1) Record of Events entries, except as provided for in Chapter 6.
(2) Appointment to officer grade or termination thereof.

(3) Changes to items in the officer appointment acceptance and record; enlistment
contract and record of induction.

(4) Delivery of a Marine to civil authority.

(5) Extension of enlistment or cancellation of extension.

(6) Involuntary extension of enlistment.

(7) All meritorious promotions and promotions to the grade of Cpl or above.
(8) Assignment or termination of duty limitations directed by the CMC.

(9) Name and SSN changes.

(10) Reduction in grade.

(11) Transfers directed by the CMC.

(12) Commencement/termination of entitlements and/or monetary allowances.

2. Classification, storage and transmittal of UD's that contain classified information will
be per the instructions contained in OPNAVINST 5510.1.

3. Reporting Dates, Times and UD Numbers.

a. Dates will be shown using an eight-byte format representing the year, month, and day
(i.e., 7 June 2000 will be shown as 20000607). When only the month and year are known, the
day will be reported as ‘01’ (i.e., July 2000 will be shown as 20000701). When other formats
are required for specific statements they will be indicated in the appropriate paragraph.

b. Time will be reported in the remarks as required. For personnel reporting purposes,
an event will not be reported with the time of 2400 or 0000. The time will be reported as
2359 or 0001, as appropriate.

c. UD's will be numbered consecutively for each calendar year starting with 00001. The
system will automatically default to the next UD number when it is opened.

4. Statement Types:

a. Normal Statement. A statement of specific format and content that can be used for
computer processing to update the computer record.

b. Deletion Statement. A statement of specific format and content that is used to
delete information from the computer record. A deletion statement can be used only for
certain types of transactions and can be used in two different ways (refer to Section 2 of
this chapter.

c. History (HIST:) Statement. History statements always begin with HIST: and are
normally used to report information required for historical or research purposes and
information such as authority or length of confinement. Use of history statements other than
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as described in specific paragraphs are at the discretion of the commander. The history
statement is read but it is not used in the computer processes or posted to the computer
record. For example, nonjudicial punishment which does not affect pay, allowances, or
personnel data items are reported with a history statement.

5. Transactions. Each action statement reported on the UD results in one transaction for
computer processing. Action statements that are successfully processed will update some
portion of the MCTFS record, generate pay, or pass information on to CMC or other
organizations within DoD. Each transaction is grouped into either group A, B, C, D, or E.
The assigned group will dictate which correction method may be used to correct erroneous
information. (Refer to Section 2 of this chapter.) UD transactions are processed in the
following sequence:

a. By Social Security Number.

b. UD date.

c. Action Date.

d. Type Transaction Code (TTC) sequence.

e. Correction Code (blank, 1 and 2 in that order)
6. Action Dates.

a. When more than one action statement for a Marine 1s reported on one UD entry, the
action dates determine the sequence in which the statements are processed. For EXAMPLE, a
statement action dated 20000301 is processed before one action dated 20000302. Statements
with the same action date are processed in sequence by TTC, lowest number first. By
referring to the TTC listing, the RU can determine the order of processing of transactions
with the same action date.

b. Statements with no action date are automatically assigned the date of the UD as the
action date. RU's are cautioned that when reporting an entry that has an action date other
than the date of the UD, the correct action date must precede the statement.

c. Statements reporting an occurrence affecting pay/allowance normally contain an
Effective Date (ED) as part of the statement format. For statements which contain an ED, the
action date is used to determine the sequence of processing.

d. RU's will apply the use of action dates as necessary to ensure that related
statements are processed in the proper sequence. It is noted that each action statement has
or is automatically assigned an action date. For EXAMPLE consider the case of a transfer:

On the UD dated 20001005 the unit reports a transfer statement with an action date of
20001003. Assume the entry also contains three other statements reporting rifle range score,
school completion, and change of MOS. If those three action statements do not contain an
action date, each will have the UD date (20001005) as action date. Earliest dated
transactions are processed first, therefore, the transfer will be the first statement
processed (action date 20001003). The three other statements will be processed and rejected
because the computer record has been transferred out of the RUC. To ensure proper
processing, the rifle range score, school completion, and MOS statements each will require an
action date of 20001002 or earlier. This would ensure that all three statements are entered
into the master computer record before the transfer.

20106. TYPES OF UD ENTRIES.
1. Record of Event Entry. A record of events entry is used to report information concerning

unit activities, or to report occurrences which equally affect all or most members of the
unit. Instructions for preparation of Record of Event entries are in Chapter 6.

2. Exclusive Entry. An exclusive entry is used to exclude certain unit members from an
occurrence which has been reported by Record of Event entry. Instructions for preparation of
exclusive entries are in Chapter 6.
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3. Individual Entry. An individual entry is an entry pertaining to one person. An
individual entry consists of last name, initials, and SSN and the information to be updated.

4. Group Entry. A group entry is an entry which reports the same information for more than
one person. This entry is used to avoid repetition of the TTC on the same UD.

5. Situational Reporting. In UD/MIPS this option will bring up a drop down box of available
situational reporting selection of pre-formatted list of transactions common to the selection
made.

6. Volume Transaction. In UD/MIPS similar to the Group Transaction, but differs in that not
all members need to have the same information.

20107. TRANSFER OF PERSONNEL REPORTING JURISDICTION.

If a change of personnel reporting jurisdiction results from the transfer or relocation of a
unit, or is directed by the CMC, the unit will report a Record of Event per chapter 6.

20108. PAY DATA INSTRUCTIONS.

1. Detailed instructions concerning conditions of entitlement to pay and/or allowances are
contained in the DoDFMR, Vol 7A and JFTR. Reference must be made to the DoDFMR, Vol 7A to
determine when it is necessary to report changes that affect pay and/or allowances. Any
instructions contained in this Manual are not intended to replace those contained in the
references. The instructions contained in this Manual will enable the unit to prepare the
appropriate UD entries, such as entitlement starts and stops, once it has been determined
that the pay status of the Marine has been affected. The specific reference to determine the
entitlement's policy will be included as required (e.g., DoDFMR, Vol 7A, Chap III; and/or
JFTR, Vol. 1, Chap 8, 9, 12 and the MCTFS APSM.)

2. Prompt reporting and correction techniques used for pay-related UD statements cannot be
overemphasized. MCTFS is limited to 6 months for retroactive monetary consideration of an
entitlement when updating the Master Military Pay Account (MMPA). This 6-month restriction
considers the last 6 calendar months immediately preceding the month in which the UD
statement 1s processed and entered into the MMPA. The restriction applies equally to the
delete/add and delete as erroneous UD statements. Reporting an entitlement which predates
the retention period will require the FO to adjust the Marine's MMPA for the period that is
beyond systems limitations.

20109. SUBMISSION OF UD'S

A UD will be prepared and submitted to the MISSO via OLDS or UD/MIPS for each day on which
known reportable items occur. However, a separate UD need not be prepared to report changes
occurring on a non-workday. Changes occurring on a non-workday should be reported on the UD
prepared the next workday.

1. Authentication. A properly authenticated UD is the CO's official report of changes in
unit status and personnel or pay status of personnel assigned for administrative control. UD
handling and processing at the MISSO will be specified in MCO P1080.33, this Manual, and
other current directives. A properly authenticated UD will not be returned to the submitting
unit/command unless authorized by the CMC (MI). A UD that is not properly authenticated will
be returned for authentication.

2. Message or Electronic Diary. RU's embarked aboard ship, or deployed, in excess of 30
days and units geographically separated from the servicing MISSO, may submit UD's via naval
message when no other means of UD transmission is available. Submission via naval message
will only be done after consultation with the MISSO. When submitting UD in this manner a
transmittal letter is not required.

a. Either submit to the parent command (brigade/division/wing) for retyping, or submit
directly to the MISSO for retyping. The primary method to be used is a local command
determination and prior coordination with the MISSO, when more than one command is involved.
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b. The principal consideration for the use of message UD's is speed of reporting,
although resource availability may become a factor when a large number of RU's desire to
submit message UD's. MISSO's will provide maximum cooperation to embarked, deployed and
geographically separated units; however, the parent commands may elect to augment the MISSO.
MISSO's should be capable of retyping the UD's from an infantry battalion or its equivalent
before augmentation is required. When commands cannot reach local agreement relative to
responsibilities for retyping UD's, resolution will be requested from the CMC (MI).

3. CG's and CO's will develop local unit control systems for transmitting UD's to the MISSO.
Local procedures will adhere to the standards set forth in this chapter.

4. Whether the parent command elects to retype UD's for embarked/deployed units or use the
MISSO for this purpose, a Delegation of Authority (NAVMC 11119) must be executed in writing
by the CO of the RU.

5. Message UD's will be processed by communication centers as PRIORITY message traffic.
During periods of MINIMIZE, message UD's will continue to be transmitted. Distribution of the
retyped message UD will be per Figure 2-1.



PRIORITY

P 15

16302 MAR 00

FM USS NEVER SAIL
TO MISSA KANSAS CITY MO//MISSO-17//

UNCL
MSGI

AS //N0O1080//
D/GENADMIN/ /

SUBJ/UNIT DIARY//

RMKS/1. THIS IS UNIT DIARY
2. UNIT DIARY STATEMENTS
NAME IN SSN
BUTCHER ™ 000000000
STEWART CR 123456789
TROMBA C 987654321
STEVENSON J 453678459
3.
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069-00 DTD 20000315 FROM RUC 88815.

TTCSEQ REMARKS
003000 CERTIFYING OFFICER 0573000302
335000 20000315 MARKS PRO 4.4 CON 4.5 OCC sC

ED 20000315

481006 20000303 PFT 286

930314 TO SK 1030 ILL 19980314 HOSPITAL
HIST: HEART ATTACK

LAST UD SUBMIT 068-00 DTD 20000314 DTG 141815Z MAR 00.

Figure 2-1--Example of Message UD.
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20110. DISPOSITION OF THE COMPLETED UNIT DIARY.

1. Retention. A signed original copy of the final UD and its transaction counter page will
be filed by calendar year in a separate folder and retained for the current year plus 2
years. Should a RU be deactivated, the unit's UD files will be forwarded to the next senior
command for the duration of the retention period.

2. UD Delivery Schedule.

a. OLDS units must certify their UD's to be transmitted per the schedule set by the
MISSO, but not later than 1 day after the day of preparation.

b. UD/MIPS units transmitting UD's electronically to the MISSO will be transmitted per
schedules published by the MISSO, but not later than 2 days after the day of preparation.
If unable to upload to the MISSO, UD/MIPS units utilizing diskettes for transmission of the
UD must ensure that the UD diskette, the signed original transmittal letter and one copy of
the transmittal letter are delivered to the MISSO, per the schedule set by the MISSO, on the
next working day following the day of preparation. If utilizing diskettes, local commanders
should consider establishing central collection stations/substations with courier service to
all RU's at a single geographic location. Commanders of deployed units should investigate
the most rapid means of delivering UD's to the servicing MISSO consistent with operational
commitments.

20111. ©UD'S FOR DEPLOYING UNITS, SHIP'S DETACHMENT, FLAG AND STAFF ALLOWANCES.

When submitting a UD by a ship's detachment to report a UD aboard ship. This type of UD must
account for all personnel joined to the ship's detachment, including personnel not aboard at
the time of departure. 1In some cases, 1t may be necessary to report an occurrence that
normally would be reported on the next UD. For EXAMPLE, if the Marine departs for TAD on the
date of departure two UD's would be prepared for that date. The TO TAD entry on the Marine
would be on the first diary and the UD aboard ship will be the second UD.

1. The sailing of a ship's detachment, flag and/or staff allowances, or deploying unit shall
be reported by a Record of Event entry per Chapter 6.

2. Personnel not sailing with the unit shall be accounted for by use of an exclusive entry
per Chapter 6.

3. A UD entry aboard ship will be reported each time a permanently embarked unit departs
from the homeport location for a period of 31 days or longer.

20112. ON-LINE DIARY SYSTEM (OLDS).

1. The OLDS is a means by which UD's may be prepared using on-line terminals at the unit.

The RU prepares the UD using on-line terminals per the user's manual. When the personnel
clerk completes the UD and the UD is electronically certified by proper authority, it is then
automatically transmitted via electronic means to the central computer for processing. The
unit retrieves on-line DFR on their local printer within 24 to 48 hours from the date of
certifying the UD. The following information applies only to the UD process within the on-
line environment:

a. Hard Copy UD's. The RU will print a copy of the processed UD, including the
transaction counter page, after the statistics report indicates that the UD has finished
processing. UD's will be available for print for 15 days after the cycle completion date
reflected on the statistics report. Extreme care must be taken to ensure that the UD is
printed prior to the drop-off date. Failure to do so will result in the RU's inability to
print their final copy of the UD.

b. Annotation. After the UD has completed processing at the central computer site, the
UD clerk will match the total number of action statements reported on the UD, as indicated on
the transaction counter page, against the total number of transactions processed on the
statistics report for that UD. For AD RU's, the transaction counter page will be annotated
with the number of statements processed, rejected, and total transactions as found on the
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DSF. When the total number of transactions reported on the UD does not match the total
number of transactions processed on the statistics report, the UD clerk will research each
transaction reported on the TRF. Any transaction which is unaccounted for on the TRF will be
resubmitted on the UD within 2 working days from the date the UD completed processing, and
the MISSO should be notified of any discrepancies.

20113. Electronic Signature (ELSIG).

Detailed instructions for using personal and M-ELSIGs are provided in the OLDS User's Manual
and/or the UD/MIPS Users Manual.

1. Master ELSIG (M-ELSIG)

a. The M-ELSIG is an electronic signature which identifies the CO of each RU. It is
assigned to the commander by the ELSIG Control Officer (OIC MISSO) or a designated deputy.
Upon post/relief of the RU commander, a new M-ELSIG will be requested from the MISSO seven
days prior to the change of command, per Figure 2-2.

b. The M-ELSIG is used exclusively to assign a personal electronic signature to the RU
commander. The M-ELSIG will not/cannot be used for any other purpose.

2. Personal ELSIG Maintainence.

a. The personal ELSIG is an electronic signature which identifies authorized personnel
and contains each authorized person's level of authority. The five types of Personal ELSIG's
include: the RU Commander, ECO, Certifier, Reviewer, Preparer, Viewer, Super Viewer, Admin
Viewer.

b. Each individual assigned a personal ELSIG will safeguard it by not revealing the
ELSIG or SEED to anyone and by changing the SEED every 60 days or when the ELSIG is suspected
to have been compromised. When an individual holding a personal ELSIG is transferred,
detached or discharged, the RU Commander or ECO will delete that person from the active ELSIG
file for that unit.

3. M-ELSIG Maintenance.

a. For OLDS users the M-ELSIG will be destroyed within 30 days after the creation of the
RU Commanders ELSIG.

b. For UD/MIPS users the M-ELSIG will be provided on a diskette to the RU Commander.
The M-ELSIG and the M-ELSIG diskette will be kept in a sealed envelope in a safe with limited
access. Access to the diskette and maintenance of the M-ELSIG will be controlled by the unit
ELSIG Control Officer (ECO). Sites with multiple RUC’s may combine all M-ELSIG diskettes in
a single envelope as long as the ECO is assigned as the ECO for all of the RUC’s. The
envelope containing the diskettes will be viewed by the ECO a minimum of once a quarter to
ensure that the M-ELSIG’s have not been compromised. Should the M-ELSIG be compromised or
suspected of compromise, immediately contact the MISSO.

c. A signed copy of the M-ELSIG transmittal cover letter will be maintained in the unit
files.
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(LETTER HEAD)

SSIC
Code/Serial
Date
From: Title of activity head, name of activity, location when needed
To: Officer-in-Charge, Manpower Information Systems Support Office
Appropriate Juris)
Subij: REQUEST FOR MASTER ELECTRONIC SIGNATURE (ELSIG)
Ref: (a) MCO P1080.40
1. Per the reference, request a new Master ELSIG for RUC(s)
2. The following information is provided:
a. Unit:
b. Current CO:
c. Date assumed command:
3. Justification:
SIGNATURE
Copy to:
File
Turnover

Figure 2-2—-Letter to Request a New Master ELSIG for RUC (s)
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SECTION 2: CORRECTION PROCEDURES

20200. INTRODUCTION.

This section describes procedures for two distinct types of corrections. The following
procedures are used to correct, change or delete information in a Marine's computer record:

1. If a previously accepted statement contained incorrect information which is now in the
computer record, refer to each Section’s TTC listing and determine which subparagraph heading
group the statement is listed under.

a. GROUP A Transactions. The previous statement must be deleted and the correct
statement reported. This is done with a delete/add statement per this chapter.

b. GROUP B Transactions. Refer to this chapter for corrective procedures.

c. GROUP C Transactions. The original statement may be deleted as erroneous and the
data in the computer record restored to its original state per this chapter. A delete/add
statement also may be reported.

d. GROUP D Transactions. Report the correct information with an action statement per
this chapter. Do not use a delete/add or delete as erroneous statement.

e. GROUP E Transactions. This type transaction can only be corrected with a delete as
erroneous statement. Any new or correct information must then be reported with a separate
transaction.

2. When there is new information to supersede current information, such as when a Marine is
promoted or is awarded a different MOS, report the new information with the appropriate
action statement(s).

20201. DELETE/ADD STATEMENT.

1. If the computer record contains incorrect information which was previously reported with
a GROUP A, GROUP B or GROUP C transaction, and there is correct information which should be
reported, use a delete/add statement. The delete statement will remove the incorrect
information from the computer record. The add statement will add the correct information
into the computer record. If the incorrect information is to be deleted and there is no new
or correct information to be added, refer elsewhere in this chapter for delete as erroneous
procedures in this section.

2. The delete/add statement is used when the appropriate statement was reported with
incorrect data. Do not use a delete/add statement when the wrong statement has been
reported. If the unit reports TO UA but had intended to report TO SK, the unit cannot use
delete/add to delete the TO UA and add the TO SK. The proper action is to report a delete as
erroneous for the TO UA statement and then report TO SK with an action statement.

3. The following rules must be observed with the delete/add concept:

a. The statement being deleted/added must be a GROUP A, GROUP B or GROUP C transaction,
and must have posted to the CMF.

b. Both the delete statement and the add statement must be the same type of transaction.
That is, you cannot delete a promotion and add a reduction, or delete a start of flying duty
pay and add a start of diving duty pay.

c. The delete statement and the add statement are processed together all through the
system. If either one fails, both will fail.

d. When a history statement is used with a delete/add entry, it may only follow the add
entry; it cannot appear between the delete and the add statements.



MCTEFSPRIM

e. When reporting delete/add statements, the statement being deleted must be reported as
it appeared on the UD, not as it appears on the LES. For example, leave entries are modified
during processing and do not appear on the LES as they were reported on the UD. The
following format must be used:

DEL | ADD

DOA of statement to be deleted J
Normal statement to be deleted

DOA of statement to be added

Normal statement to be added

NOTE 1: The delete/add will be rejected if the action dates are omitted. The action date for
the DEL will correspond with the action date for the original entry as reflected in the DFR.

NOTE 2: The action date for the ADD cannot be prior to the action date for the DEL.

4. When the delete/add is accepted at DFAS-KCC the delete statement will be deleted from the
computer record and the add statement will be entered into the computer record.

5. When the delete/add is rejected for any reason, both will be displayed on the unit DFR
with a description of the reason for failure. The following may cause the delete/add to be
rejected during processing:

a. The delete/add statement is a GROUP D or GROUP E transaction.

b. Either (or both) the delete or the add is rejected for invalid data content. Since
one of the statements has been rejected both will be rejected.

c. The information to be deleted is not contained in the computer record.

6. The following is an example of the delete/add concept. The previous statement reported
was 19981116 PROM LCPL PERM DOR 19981101 ED 19981115. Since promotion is a GROUP A
transaction, an enlisted promotion entry will be used in the example. However, the
delete/add concept illustrated in this example is applicable to all GROUP A, GROUP B and
GROUP C transactions, not only promotions.

a. It is emphasized that delete/add is used only when there is erroneous information to
be removed from the computer record. For example, if a PFC is promoted to LCpl, that is a
valid change of information, but the previous information was not erroneous. In this
situation, the promotion to LCpl would be reported with a regular action statement. In other
words, DO NOT attempt to delete the PFC in the computer to add the LCpl.

b.. This statement was accepted and entered into the computer record. Then it was
discovered that the statement was in error and should have read 19981116 PROM LCPL PERM DOR
19981101 ED 19981101. That is, the reported ED was incorrect. To correct this error, report
the following:

LAST NAME INITIALS SSN REMARKS

PEPPERS I 987654321 DEL 20001116 PROM LCPL PERM
DOR 20001101 ED 20001115|ADD
20001116 PROM LCPL PERM DOR
20001101 ED 20001101

20202. DELETE AS ERRONEOUS METHOD.
1. When a normal statement which should not have been reported has been accepted and entered

into the computer record, the computer record must be corrected. If a delete as erroneous is
reported for a transaction, it must be in Group A, B or D.



MCTEFSPRIM

DEL AS ERR

Action date of statement J
to be deleted

Normal statement to be deleted
NOTE: Select either Del/Add or Del/Err in UP/MIPS. In OLDS select the appropriate TTC then

Del/Add or Del/Err. The delete as erroneous statement requires the action date that is
reflected in the TRF on which the original entry posted.

2. The following example of a delete as erroneous statement is provided for clarification.
A RU erroneously reports a Marine to UA. Once it is discovered that the Marine did not
actually go UA, the TO UA must be deleted as erroneous. This statement must be reported

exactly as the previous statement which is to be deleted. The original statement was
19981101 TO UA 0800. The delete as erroneous would be reported as follows:

LAST NAME INITIALS SSN REMARKS
ASHCRAFT DL 987654321 DEL AS ERR 20001101 TO UA 0800]
3. The following rules should be observed with the Del as Erroneous concept:

a. If the statement to be deleted has not posted at DFAS-KCC, the delete as erroneous
will be returned with an English description of the error.

b. When a TO UA entry is deleted as erroneous, computer processing of the delete as
erroneous entry will return the Marine's duty status to full duty. If either the Marine's
strength category or casualty status were changed, the RU would have to report the correct
strength category and casualty status, if appropriate, on the UD. 1In all other delete as
erroneous cases, the RU would have to report the Marine's duty status, strength category, or
casualty status if those items had changed, in addition to reporting the delete as erroneous
entry.

c. When delete as erroneous entries are to be reported for two previously reported
events; for example, a Marine has been reported TO UA and FROM UA and both are to be deleted,
care must be taken to ensure that the delete entries process in the proper sequence. If both
delete as erroneous entries are on the same UD, a sequence error will result. The TO and
FROM UA entries are used as examples, but this applies to any combination of TO and FROM
status changes. Report as follows:

(1) First delete as erroneous the FROM UA entry.

(2) After ensuring the delete has posted in MCTFS then report the delete as erroneous
for the TO UA entry.

20203. CORRECTION OF ERRONEOUS JOINS, TRANSFERS AND DROPS/SEPARATIONS (GROUP B).

1. When a join, transfer, or drop/separation has been accepted and entered into the computer
record and the only discrepancy was an erroneous action date, report a delete/add per this
section. For example, the unit submits the following UD and all entries are accepted.
LAST NAME INITIALS SSN REMARKS
GRAYLESS TR 987654321 20001028 JOIN MCC 010 DU|
ANDREWS PL 876543219 20001028 TR MCC 145 DU|
a. These are incomplete entries and are used for purposes of GROUP B delete/add

procedures only.

b. The delete/add can be used to correct the date on the action statement which reported
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the join, transfer, or separation. It cannot be used to change other statements which were
submitted as part of the entry.

2. If all action dates were incorrect, delete/add statement would be reported.
It is emphasized that for GROUP B transactions, delete/add can be used only if all data in
the statement was correct and only the date was incorrect. The example below shows

delete/add statements to correct the dates in the preceding example.

LAST NAME INITIALS SSN REMARKS

WESTFALL LX 987654321 DEL 20001028 JOIN MCC 010 DU
ADD 20001029 JOIN MCC 010 DU

NOTE: Separations from AD are retained on the central data base for 6 months beyond the date
the separation was processed. Discrepancies discovered after that period of time should be
reported by letter to the CMC (MMSB-10).

3. Erroneous Join.

a. If a unit joins a Marine that should not have been joined, the action required is to
transfer the Marine back to the proper command/unit or to MCC W96 if the correct command is
not known.

b. If the unit joins the Marine with the wrong purpose for which joined; for example,
JOIN MCC 010 DU| wvice JOIN MCC 010 FOREC HOSP| the action required is to submit action
statements to report the correct MCC, duty status, or strength category. If the Marine was
joined for further transfer to a different monitored command but subsequently the orders are
modified and the Marine is to be retained for duty with the unit, it would be necessary to
report the appropriate strength category and duty status.

4. Erroneous Transfer.
a. If the Marine is still a member of the unit and should not have been transferred, the
action required is to report a join entry per Chapter 6 Section 2. Ensure that the original

DCTB and all other appropriate information is reported.

b. If the Marine actually was transferred but the transfer entry contained incorrect
EDA, no action is required.

c. If an erroneous MCC was reported in the transfer entry and the Marine has not been
joined by the new command, the unit must rejoin the Marine as of the original date of joining
and then report the transfer to the correct MCC.

5. Erroneous Separation (TTC 369).

a. If the erroneous separation entry involved retirement/transfer to the FMCR, contact
the CMC (MMSR-7) before taking the following action. Erroneous data contained in the Drop
Statement may be corrected using TTC 877 000.

(1) If the Marine was actually retired, but the separation entry contained erroneous
information, use the format shown below to reactivate the computer record and report the

separation correctly:

TTC 369 000 DROP ERRON|HIST:
. A

Action date must be

ED of original drop

UD number which reported the drop
and reason for erroneous entry

Action date of correct drop
Correct drop statement
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(2) EXAMPLE entries are shown below:

LAST NAME INITIALS SSN REMARKS

COLBERT C 987654321 20001031 DROP
ERRON|HIST:UD 040 98|
ERRON REPORTED DROP TO FMCR

LANGLOIS R 976543219 20001031 DROP ERRON|HIST:UD
140 98 |RPTD INCORRECT SPD IN
DROP ENTRY |
19981031 DROP SPD NBD1 H
RE 2A ED 19981031

b. When the erroneous separation entry did not involve retirement or transfer to the
FMCR:

(1) The JOIN DROP ERRON statement is reportable on any member, whether they are auto-
joined or joined to the Reserves, as long as no reserve duty has been processed on the
member's record (i.e., Inactive Duty for Training (IDT) periods have not been performed).

(2) If the Marine was either not actually separated and is on AD, or actually
separated from AD but the separation entry contained erroneous information, use the following
format to reactivate the computer record:

TTC 369 001 JOIN DROP ERRON|HIST:

. A
Action date must be
ED of original drop

Date joined present unit

UD number which reported the drop
and reason for erroneous entry.
DOA of correct drop statement

NOTE: Do not report any other statements until successful processing of the join.
Reactivation of the Marine's record can also be verified by reviewing MCTFS.

(3) EXAMPLE entries are shown below:

LAST NAME INITIALS SSN REMARKS

BENNETT TZ 987654321 20001001 JOIN 20000518
DROP ERRON| HIST:UD 144 98 ERRON
REPORTED |

RELAD MARINE STILL MBR THIS RUC|

HOPKINS MR 874958365 20001001 JOIN 20000228
DROP ERRON|
HIST:UD 022 98 REPORTED DISCHARGE |
MARINE SHOULD HAVE BEEN RELAD|
20001008 DROP SPD MBK3 H
RE 1A ED 20001001

NOTE: All corrections of erroneous drops can be initiated only by the unit that reported the
original drop.

c. In all cases involving erroneous separations, the date of separation must be
considered. Separated records are retained on the central database for 6 months beyond date
the separation is processed in MCTFS. If corrective action is required later than that
period of time, the following must be accomplished:
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d. If the Marine still is on AD, notify the MISSO and submit a request for reaccession
per Chapter 3.

e. If the Marine was actually separated (more than 6 months) and the separation entry
was erroneous, notify the CMC (MMSB-10) by letter.

6. Erroneous Drop to Desertion. If the Marine is a member of a unit and was incorrectly
declared a deserter, report a join from desertion entry (per Chapter 6) 1 minute later than
the original time dropped to desertion (for example, if drop to desertion was 0701 join the
Marine from desertion at 0702). Use a history statement to explain the reason(s).

7. Erroneously Reported Separation Program Designator (SPD) Codes (TTC 877). When a drop
entry has been reported with an incorrect SPD code the following transaction will be used to
correct the SPD code after the drop has posted:

TTC 877 000 ____ FORCE SPD__ (Reserve only)

8-byte DOA (YYYYMMDD)
(ED of drop)

4-byte SPD code

l-byte separation document type

2-byte reenlistment indicator
NOTE: This entry is reportable by CMC, MISSO's and MCRSC only.
20204. MISCELLANEOUS CORRECTION PROCEDURES.

1. The following procedure will be followed to correct an erroneous UD number, and/or UD
date on a previously submitted UD:

a. Use an EVENT entry (HIST:) to report the correct information.

b. All transactions which were not processed because of the erroneous UD numbering must
be resubmitted.

c. Example entries:
LAST NAME INITIALS SSN REMARKS

EVENT 1 HIST:UD CORR UD 136-98
DTD 19981016/
SHOULD BE 137 93 DTD
19981016
HIST:UD CORR UD 134-98
DTD 19981015
SHOULD BE 135-98 DTD
19981015

2. Entries to correct erroneous names or SSNs will be prepared per Chapter 4 Section 1.
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SECTION 3: VIDEO INQUIRY SYSTEM (VIS)
20300. INTRODUCTION.

The VIS provides users with procedures to access and review MCTFS data on individual Marines.
Instructions as to the operation and different menus available are contained in MCO P5200.22.

20301. BOND AND ALLOTMENT (B&A) SYSTEM.

Units have been given access to the B&A System. This capability allows the unit to view
individual allotments on Marines in the unit. On-line units will normally prepare allotments
utilizing the B&A system. MCO P5200.22 provides additional information on accessing the B&A
System.

20302. CENTRAL MASTER FILE (CMF).

On-line units have been given access to the CMF. This capability allows the unit to view the
CMF of each Marine in the unit. MCO P5200.22 provides additional information for accessing
the CMF.

20303. TRANSACTION RESEARCH FILE (TRF).

The TRF contains all transactions that processed (either successfully or unsuccessfully) in
the master file update cycle. All transactions, whether submitted by the RUC/DSSN or CMC,
are located on the TRF. Transactions will appear on the TRF for approximately 4 months. If
the requirement exists for tracking UD's or transactions that are older than 4 months,
contact the MISSO. The English descriptions or error code found on the TRF can be determined
by checking the TTC and error code against the error code tables available at the MISSO. The
User's Manual for the OLDS provides additional information for accessing the TRF.
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SECTION 4: CUSTOMER INFORMATION CONTROL SYSTEM (CICS)
20400. INTRODUCTION.

The CICS provides users with procedures to access and review MCTFS data on individual
Marines. CICS is a menu driven process.

20401. CONTENTS.
CICS contains the following applications:

1. Precomputation of Selective Reenlistment Bonuses (SRB) Provides for the precomputation of
SRB on individual Marines and Active Duty Career Planners only.

2. Performance Evaluation Record. Displays a listing of fitness reports on file for
individual Marines both active and reserve, up until September 30, 1998. To review any
FITREP’s after 980930, Marines should use MMSB web page at https://www.mmsb.usmc.mil.

3. Validation and Extract File Menu Process (VEF1200). Provides for the viewing of data
elements on individual Marines.

a. VF0l. Service Dates/Unit Identification

b. VF02. Grade Data/Duty Status

c. VF03. Schools/Security/SEP DATA

d. VF04. Awards/Dependents

e. VFO05. User Data Elements (general)

f. VF06. Location/Processing Information

g. VF07. Pay Data/Promotion

h. VF08. Remark Flags/Language Proficiency

i. VF09. Reserve Unique Data Element

j. VF10. Rifle qualification (Current, Prior, Field Fire)
k. VFI11. Pistol Qualification (Current, Prior)
1. Service Schools/Special Skills

m. Academic Test/Local Schools

4. Defense Enrollment Eligibility Reporting System (DEERS) provides for the viewing of
information on individual Marines.

5. TRS Remark Summary provides for the viewing of the following pay related data elements
from the CMF:

OPTION DESCRIPTION

MCTFS DATA, PAY GRADE, PAY STATUS
ENTITLEMENTS

DEDUCTIONS

WAGE AND TAX SUMMARIES, PAYMENTS
PAYDAY DATA/JUMPS REMARKS FLAGS
LEAVE ACCOUNT

MISCELLANEOUS DEBITS/CREDITS

CRA

QORBEnsuHd
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X SPLIT PAY/MEMBER ALSO APPEARS ON/VHA, BONUSES, TIME LOST, DEL CKG,
CM/NJP, ADV PAY

RET PAY MENU. This information was frozen as of 20 June 1994 when the Marine Corps

retirees and annuitants were converted to the Defense Retiree and Annuitant System (DRAS) in
DFAS, Cleveland. For access to the DFAS, Cleveland DRAS (not contained in CICS), submit a
request through your local TASO (Division TASO via an INFOMAN request) .

7.

MCTFS MENU. Provides for the viewing of Central Master File on individual Marines, Unit

Reports and Individual Reports.

8. COMENU. Provides for the viewing of the Common Display Commands System (CDS).

9. MCTFS RETRIEVAL. Provides for the viewing of the MCTFS UD Retrieval System (TRF).
10. MCTFS LES REVIEW. Provides for the viewing and printing of individual On-line LES's.
11. MCTFS OLDS. Provides access to On-line UD System.

12. BONDS AND ALLOTMENTS. Provides access to the Bonds and Allotments System.

13. ONLINE LES PRINT. Provides for the batch printing of on-line LES's.

14. BAH ONLINE. Provides access for computing anticipated BAH for a specific geographic
location.

15. IATS ON-LINE VIEW. Provides for access to travel settlement information

for the DFAS-KSC disbursing symbol.
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SECTION 5: VALIDATION AND EXTRACT FILE (VEF)
20500. VEF1200A AND VEF1200B.

1. Validation and Extract File 1200 (VEF1200A and VEF1200B). The VEF1200A and VEF1200B is
an overview of selected personnel data elements, which resides in the CMF. For ease of
referral throughout this manual, the VEF1200A and VEF1200B will be referred to simply as the
VEF1200. In actuality, the file, due to it's size, is split into two parts, the VEF1200A and
VEF1200B. The VEF1200 is updated cyclically after each central cycle is processed.

2. Access to manpower information systems or files is controlled by the functional manager.
Specific access to the VEF1200 is controlled by the MISSA, to include type of access, whether
on-line or requested reports. Request access through your Division TASO, via an INFOMAN
(Information Management) request.

3. Off-line reports from the VEF1200 should be requested through the command's Information
Systems Management Officer (ISMO), or if no ISMO is available, through the MISSO.
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Chapter 3 ENTRY INFORMATION
REFERENCES:

Department of Defense Financial Management Regulation, Volume 7, Part A,
(DoDFMR, Vol. 7A). http://www.dtic.mil/comptroller/fmr/

MCO 1001.45 Augmentation, Retention, and Return to Active Duty of Reserve Officers and
the Redesignation of Restricted Officers to Unrestricted Status.

MCO 1001.52H, Active Reserve (AR) Support to the Reserve Component (RC).

MCO 1001.55 Active Duty Special Work (ADSW)-Active Component (Category IV Program)
MCO 1001R.56 Active Duty Special Work (ADSW)-Reserve Component

MCO P1040.31 Enlisted Career Planning and Retention Manual

MCO P1040R.35 Reserve Career Planning and Retention Manual

MCO P1070.12 IRAM

MCO P1080.20, Marine Corps Total Force System Codes Manual (MCTFSCODESMAN) . (When codes
are not listed in MCTFSCODESMAN, refer to Software Release Notices and PAA’s.)

MCO P1100.72 MPPM Enlisted Procurement Manual
MCO P1100.73 MPPM Officer Procurement Manual

MCO 1130.58 Reenlistment of Prior Service Marines and Augmentation of Reserves into the
Marine Corps

MCO 1130.63 Enlistment/Reenlistment of Reserve SNCOs in the Regular Marine Corps or
Marine Corps Reserve

MCO 1130.80 Prior Service Enlistment Program (PSEP)

MCO 1560R.30 MGIB-R

MCO P1900.16, Marine Corps Separation and Retirement Manual (MARCORSEPMAN) .
MCO P7220R.38, Selected Reserve Incentive Program (SRIP).

DFAS-KC 7220.31-R, Marine Corps Total Force System Automated Pay Systems Manual (MCTFS
APSM) . Website (https://dfas4dod.dfas.mil/centers/dfaskc/library/userguid/)
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SECTION 1: ACTIVE DUTY ACCESSIONS
30100. INTRODUCTION.

The procedure used to establish the MCTFS computer record and add the Marine to the Marine
Corps strength is the accession process. The accession of a Member’s computer records is
accomplished by methods outlined in this section.

30101. ENTRY ONTO ACTIVE DUTY

1. Officers commencing an initial period of Active Duty (AD) in the Marine Corps due to:
a. graduation from the U.S. Naval Academy,
b. effecting an interservice transfer to accept a commission in the Marine Corps, or

c. Naval Reserve Officers Training Corps (NROTC) members without a record of prior
service are accessed at CMC and do not require a request for accession from the Reporting
Unit (RU). Other prospective officers without a record of prior service (i.e., Officer
Candidate Course (OCC) and Platoon Leaders Class (PLC)) are accessed through the Automated
Recruit Management System (ARMS) by the Commanding Officer (CO), Officer Candidate School
(OCS), Marine Corps Combat Development Command, (MCCDC) Quantico, VA during training at OCS.

2. Marines with a current MCTFS record (i.e., AD, Individual Ready Reserve (IRR) or Selected
Marine Corps Reserve (SMCR)) who will attend officer training do not require an accession.

3. Officers without a MCTFS record who are re-appointed and immediately ordered to AD
require an accession message be sent to the CMC (MIF) as shown in Figure 3-1. Accession
message information may be transmitted via Naval Message, Electronic Mail or Facsimile (FAX).

4. Platoon Leaders Class (PLC) lawyers are accessed into the MCTFS via ARMS upon reporting
to OCS. Upon completion of OCS, these officers are commissioned and transferred to MCC 012
and retained in RUC 30396 at OCS. Computer records remain in RUC 30396 until an INIT JOIN
entry is reported by a temporary AD unit or The Basic School (TBS). An INIT JOIN entry will
cause the computer record to be transferred from RUC 30396 to the temporary AD or TBS RUC.
In those cases where the INIT JOIN entry fails because the Marine does not have a computer
record in the CMF, submit an accession message to the CMC (MIF) per Figure 3-1.

5. All computer records for recruits are accessed at the Marine Corps Recruit Depots via
ARMS.

6. The first AD reporting unit is required to send an accession message to CMC (MIF) as
shown in Figure 3-1, for prior service personnel, both officers and enlisted, who join the
Regular component from a civilian status (separated from the Marine Corps for longer than 24
hours). Use the following guidelines:

a. The first AD reporting unit will monitor MCTFS and will submit an INIT JOIN entry per
Chapter 6, Section 1, (JOINS) once the AD record status is equal to ‘H’ (awaiting initial
join). If after five working days, the record status ‘H’ has not posted in MCTFS, contact
CMC (MIF).

b. When it is determined there is an active MCTFS record (including IRR personnel) the
parent reserve unit or CG, MCRSC (IMA/IRR Marines) must be contacted to report the
appropriate Transfer to Active Duty (TTC 881/883). Accession message information for Marines
who have re-enlisted/augmented (component code 11 only) is not required except in cases where
the local MISSO has determined that no MCTFS record is resident on the MCTFS CMF. 1In this
case use the format in Figure 3-1.

c. When an AD accession is determined to be erroneous immediately contact the MISSO to
have the record deleted.
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FROM: (APPROPRIATE ORIGINATOR)
TO: CMC WASHINGTON DC//MI//MRO (OFFICER ONLY)//M/RA//
INFO: (CG OF THE PERSONNEL REPORTING JURISDICTION COMMAND WHERE THE

MARINE IS ASSIGNED FOR ACTIVE DUTY (SEE CHAPTER 1)//MISSO//)
(CG OF MCC ASSIGNED TO FOR ACTIVE DUTY)
DFAS KANSAS CITY MO//AECP//

UNCLAS //N01080//

SUBJ: REQUEST FOR ACCESSION INTO MCTES

A. MCTFSPRIM
1. PER REF REQ FOL NAMED MARINE BE ACCESSED INTO MCTFES:
A. GERBER, GORDON S
B. SSN 987 65 4321
C. COMPONENT CODE 11
D. SEX MALE
E. SOURCE OF ENTRY CODE 7A (MCTFSCODESMAN REFERS)
F. DATE OF BIRTH YYYYMMDD
G. DATE CURRENT ENLISTMENT BEGAN YYYYMMDD (REFER TO BLOCK 3 OF CURRENT DD FORM 4)
H. TERM OF ENLISTMENT 4 YEARS (REFER TO BLOCK 10 OF CURRENT DD FORM 4) (ENLISTED ONLY)
I. ORIGINAL ENTRY YYYYMMDD
J. EXPIRATION OF OBLIGATED SERVICE YYYYMMDD
K. PEBD YYYYMMDD
L. ACTIVE DUTY BASE DATE YYYYMMDD
M. CURRENT ACTIVE DUTY BEGAN DATE YYYYMMDD
N. EAS YYYYMMDD

0. PRESENT GRADE LCPL DOR YYYYMMDD ED YYYYMMDD

P. HOME OF RECORD COUNTY 013 STATE 12 (SEE MCTFSCODESMAN)
Q. MOS 0131
R. PRIMARY MOS ASSIGNMENT DATE YYYYMMDD

S. MCC 010 (MCC TO WHICH MARINE ASSIGNED FOR ACTIVE DUTY)

FIGURE 3-1--EXAMPLE OF AN ACCESSION MESSAGE.
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T. EDUCATION CODE 12L AA (SEE MCTFSCODESMAN)

U. YEAR LEFT SCHOOL DATE YYYY

V. GRADUATED SCHOOL ‘' ’* ('Y’ FOR YES OR ‘N’ FOR NO)
W. RACE C (SEE MCTFSCODESMAN)

X. RELIGION 62 (SEE MCTEFSCODESMAN)

Y. CITIZENSHIP CA (SEE MCTFSCODESMAN)

Z. ETHNIC CODE Y (SEE MCTFSCODESMAN)

AA. REASON FOR ASSIGNMENT TO ACTIVE DUTY - REENL USMC

BB. RECRUITING STATION/UNIT ASSIGNING MARINE TO ACTIVE DUTY AND COMMERCIAL AND/OR
AUTOVON TELEPHONE NUMBER MCC F99 RUC 82266 (703) 555-2222

CC. AVIATION SERVICE ENTRY DATE YYYYMMDD (OFFICER ONLY)
DD. OFFICER SERVICE BASE DATE YYYYMMDD (OFFICER ONLY)
EE. OPFLY BASE DATE YYYYMMDD (OFFICER ONLY)

2. PROVIDE BRIEF EXPLANATION FOR REQUESTS SUBMITTED LATER THAN 48 HOURS AFTER MARINE REPORTS
TO FIRST DUTY STATION.

3. NAME, GRADE AND PHONE NUMBER OF ORIGINATOR/POINT OF CONTACT.

FIGURE 3-1 CONTINUED—EXAMPLE OF AN ACCESSION MESSAGE
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SECTION 2: RESERVE ACCESSIONS

30200. ENLISTED RESERVISTS ASSIGNED TO AD (31 DAYS OR MORE) (EXCLUDE RESERVISTS ORDERED TO
RECRUIT TRAINING) .

1. The Reserve RU must report the appropriate Transfer to AD (TTC 881/883). This will place
the record in an ‘Awaiting Initial Join’ status. There is no other method available to place
a record in an ‘Awaiting Initial Join’ status other than the Transfer entry reported by the
parent Reserve unit.

2. The gaining AD unit must report the appropriate INIT JOIN statement (TTC 022).
30201. ENTRY INTO THE RESERVES FROM A CIVILIAN STATUS.

1. Prior service personnel, both officers and enlisted, who join the Reserve component from

a civilian status (separated from the Marine Corps for longer than 24 hours) will be accessed
into the MCTFS via the MCTFS ACCESSION SYSTEM. Input of Reserve Enlisted will be done at the
RU level. Officers Accessions must be submitted by CG, MCRSC.

2. To input a Reserve officer/enlisted accession, follow the step by step instruction below:

a. Select the THA MCTFS ACCESSIONS option from the CICS Selection Menu and press the
ENTER key. This action will bring you to the MCTFS ACCESSION SYSTEM screen.

b. Select option 5, ECCO, input the Reserve RUC and press the ENTER key. There is a
security edit that will verify the RUC input will correspond with the user ID authorized for
that RUC. This action will bring you to the VSAM ECCO RESERVE ENLISTMENT CONTRACTS screen.

c. Select option 1, RESERVE ENLISTMENT CONTRACTS, and press the ENTER key. This action
will bring you to the VSAM ECCO ADD/REVIEW/DELETE screen.

d. Select option 1, ADD NEW CONTRACT DATA, input the SSN, Reserve Component Code and
Date of Enlistment (DOE) and press the ENTER key. Do not change the GENERATION data which is
displayed as a zero ('0’). This action will bring you to the RESERVE OFFICER/ENLISTED
ACCESSION screen as shown in Figure 3-2.

e. Input all individual data for the Marine being accessed and press the ENTER key.
This action will allow MISSO-17 to review and approve the accession, allowing the record to
be processed in the next MCTFS cycle.

3. When the completed accession data has been entered and the record has been added to the
ECCO file, you may review the data by utilizing option 2, REVIEW CONTRACT DATA, of the VSAM
ECCO ADD/REVIEW/DELETE screen. If an error is found, the data may be changed in the REVIEW
option or the entire record may be deleted using option 3, DELETE RECORD.

4. The SMCR unit will monitor MCTFS and will submit an INIT JOIN (TTC 022) entry (per
Chapter 6, Section 1) once the Reserve Record Status is equal to ‘1’ (awaiting initial join).

If after five working days, the record status ‘1’ has not posted in MCTFS, contact MISSO-17.

5. When a Reserve accession is determined to be erroneous immediately contact MISSO-17.
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RESERVE OFFICER/ENLISTED ACCESSION

L-NAME: MASTERS F-NAME: GAIL M-INIT: L

SSN: 123456789

NOTE: See index for all below

Data Elements: K4 DATE-OF-RANK:

RESERVE-COMPONENT-CODE :

SOURCE-OF-ENTRY : HAAA DATE-OF-ENLISTMENT :

PRESENT-GRADE : E1l DATE-OF-BIRTH:

PRIMARY-MOS-CODE 9900 PRIMARY-MOS-ASSIGNMENT-DT:

CIVILIAN-EDUCATION: 12100 DATE-JOINED-SMCR:

CIVILIAN-EDUC-LEFT-SCHOOL-DT 2000 DATE-ORIG-ENTRY-ARM-FORCES:

CIVILIAN-EDUC-GRADUATION-CD: Y PAY-ENTRY-BASE-DATE:
(physical risk code)

RISK: (Chapter 4, Section 2) A INIT-ENTRY-RESERVE-FORCES:

RELIGION: 62 EXPIRATION-CURR-CONTRACT:

ETHNIC-GROUP/RACE: Y C EXPIRATION-OBL-SERVICE:

AFQT-SCORE: 00000 TERM-ENLISTMENT :

SEX: M PLACE-OF-BIRTH:

MARITAL-STATUS/DEPENDENTS : S 00 HOME-OF-RECORD:

PROGRAM-ENLIST-FOR: 00 ADDRESS-OF-RESIDENCE:

CITIZENSHIP-CODE: CA STREET : 114 MARINE BLVD

CITIZENSHIP-LOCATION: Uus CITY: GRANDVIEW

TRNGRP/DUTY-LIMIT: P B STATE: MO ZIP-CODE:

BILLET-MOS: 9900 RUC:

NOTE: The LAST NAME must be input without a hyphen, apostrophe or spaces.

FIGURE 3-2--SAMPLE RESERVE OFFICER/ENLISTED ACCESSION

(ECCO)

SUFFIX:

20000714

JR

20000714

19820401

20000714

20000714

20000714

20000714

20000714

20080713

20080713

06

06023

640300000

04147
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SECTION 3: CONTRACTS
30300. INTRODUCTION.

1. The different categories of this Section are those items that pertain to Contracts, such
as Reenlistments, Expiration of Current Contract (ECC), Extension of Enlistment, etc.
Detailed reporting information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR
004 000 REENL USMC YRS  ENL | HQ REG N N
004 001 REENL USMCR YRS ENL | HQ REG RES N N
004 002 REENL AR(CD)/EAD USMCR YRS  ENL | HQ REG RES N N
004 003 REENL MGIB-R USMCR YRS 6 ENL | RES N N
077 000 EAS | HQ REG N N
081 000 EAS COFG | HQ REG N N
081 001 RESERVE ECC COFG | HQ RES N N
116 000 EXTENL MO EXT]| HQ REG RES N N
116 001 MGIB-R EXTENL MO  EXT]| HQ REG RES N N
118 001 EXTENL CANC _ EXT| HQ REG RES N N
119 000 INVOL EXTENL MO | HQ REG N N
119 001 INVOL EXTENL INDEF MO| HQ REG N N
122 000 ECC | HQ REG N N
122 002 RESERVE ECC___ | HQ REG RES N N
123 001 WILL REENTER| HQ REG RES N Y
155 000 LENGTH ENL __ YRS] HQ REG RES N N
285 000 STRT BASIC PAY 25 PERCENT INC ED | HQ REG N Y
286 000 TERM BASIC PAY 25 PERCENT INC ED | HQ REG Y Y

30301. REENLISTMENT INTO THE ACTIVE DUTY COMPONENT (TTC 004).

Table 3-1 contains additional information that may be required to update the Marine's
computer record. Ensure that all necessary information is reported in addition to the
appropriate reenlistment statement.

1. This paragraph pertains to Active Duty reenlistments. It also applies to Marines on the
Active Reserve (AR) program or the Extended Active Duty (EAD) program (component codes ‘Bl’,
‘B2’, ‘B3’, ‘B4’ or ‘CD’) who have been authorized to reenlist into the regular Marine Corps.

2. When TTC 004 000 (REENL USMC YRS ENL ) is reported, and the Marine’s component code
is equal to '‘Bl’-‘'B4’, and the RUC reporting the transaction is not equal to 548XX, the
transaction will fail with the following error message: “REENLISTMENT NOT PROCESSED. IF MBR
AUGMENTING, CONTACT MISSO FOR ASSISTANCE.” The reporting unit must contact their MISSO for
determination of reporting TTC 004 000.

3. When a Marine re-enlists during a period of leave, the leave must be reported as two
separate periods. The first period ends at 2359 on the date prior to the date of
reenlistment, and the second period begins at 0001 on the date of reenlistment. Since the
first day of the second leave period will be considered by the system as a day of duty and
not chargeable as leave, the reporting unit must submit a NAVMC 11116 to the local DO to
ensure that the Marine is charged for the day of leave.

4. Report a leave balance being carried forward (if applicable) per Chapter 7, Section 1.
The entry to report leave in settlement data must be preceded with an action date the day
before the reenlistment and must be reported on the next UD submitted after the UD that
reported the reenlistment.
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5. Report the following statement for reenlistment into an AD component:

TTC 004 000 ~_ REENL USMCAAiYnggiENngil
A A

8-byte DOA (YYYYMMDD )J

if other than UD date

4-byte separation code
(the first 3 bytes must
be “‘KHC')

l-byte number of years reenlisted

3-byte number of reenlistment
(Figure 3-1)

6. When Marines reenlist for the Selective Reserve Bonus Program, the term of reenlistment
may be for periods other than whole years (i.e. 4 years, 2 months). To report these types of
reenlistments:

a. Report TTC 004 000 using the number of years, rounded up to the next whole year that
is closest to the length of actual reenlistment (i.e. report 4 years, 2 months as 5 years).

b. Once the reenlistment posts, report a new EAS and ECC to match the actual end of the
reenlistment contract. EXAMPLE: If on 20001014 a Marine reenlists for 4 years, 2 months,
report 20001014 REENL 5 YRS. After that transaction posts, report an adjusted EAS/ECC of
20041213.

30302. REENLISTMENT INTO THE RESERVE COMPONENT (TTC 004).

1. This paragraph applies to both those Marines on AD who have completed their required
service and have been authorized to reenlist into the Marine Corps Reserve (SMCR or IRR) and
reserve component reenlistments.

2. The WILL REENTER statement, and instructions on separations which are not for immediate
reentry, is referred to later in this chapter.

3. Report the following statement for reenlistment of an AD or reserve Marine (to include
Non-Career Designated AR Marine) who will reenlist into the reserve component:

TTC 004 001 004 001 REENL USMCR YRS ENL |
Yy

8-byte DOA (YYYYMMDD)

if other than UD date

4-byte separation code

l-byte number of years reenlisted

3-byte number of reenlistment
(Figure 3-1)

4. To report the reenlistment for an Extended Active Duty (EAD) Recruiter, and Career
Designated AR Marine (component code must equal ‘B1’, '‘B2’, ‘B3’, ‘B4’ or ‘CD’) who is
reenlisting to continue in that respective program.

a. For Active Duty reporting, the separation code must equal ‘KBK2’. This entry can be
reported up to 90 days in advance of the AD Marine’s ECC and will update the reserve ECC and
reenlistment length to reflect the new reserve commitment. When the AD drop entry (TTC 378)
is reported with an SPD code equal to ‘KBK2’, an automatic join entry to the IRR will be
created.
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b. For Reserve reporting, the first 3-bytes of the separation code must equal ‘KHC’ for
a Reserve Marine re-enlisting into the reserve component. This entry will update the current
source of entry, EAS, ECC, reserve ECC, current assignment length, active service length and
date of enlistment or acceptance. Report as follows:

TTC 004 002 REENL AR(CD) /EAD USMCR YRS ENL |

A
8-byte DOA (YYYYMMDD)J

if other than UD date

4-byte separation code
(AD = ‘KBK2’ / RES = ‘KHC ')
l-byte number of years reenlisted

3-byte number of reenlistment
(Figure 3-1)

NOTE: Report an advance leave balance being carried forward, if applicable, per Chapter 7,
Section 1.

5. Report the following statement for reenlistment of a reserve Marine, who is reenlisting
for 6 years to qualify for the Reserve Montgomery GI Bill:

TTC 004 003 REENL MGIB-R USMCR YRS 6 ENL |

4 4
8—byte DOA (YYYYMMDD)

if other than UD date

4-byte separation code
(the first 3-bytes ‘KHC’)
6 year reenlistment required

3-byte number of reenlistment
(Figure 3-1)

NOTE 1: The source of entry code must be reported with the reenlistment statement refer to
Chapter 4, Section 8. Report an advance leave balance being carried forward, if applicable,
per Chapter 7, Section 1.

NOTE 2: Reserve component code must equal ‘B5’, ‘K4’, ‘K8’, ‘K9’ ‘KA’ or ‘KF’ and the Reserve
MGIB Eligibility code must equal ‘C’.

6. The applicable PEF code will be reported when a reenlistment bonus is authorized per the
APSM. Report only the additional information required to update the Marine’s record. (Refer
to Chapter 4 for PEF code and Chapter 9 for BONUS) .

30303. VOLUNTARY EXTENSION OF ENLISTMENT (TTC 116/118).

1. The date of execution of extension of enlistment is the date the agreement is subscribed
and sworn to. The entry must report the date of execution, the number of months for which
the enlistment is extended, and the number of the extension.

a. To determine the number of the extension, do not count any prior agreements that were
executed but canceled prior to their becoming effective. The first extension is reported as
01, the second as 02, and so forth. Refer to the references and other applicable directives
for regulations concerning the number of extensions allowed.

b. Refer to the references to determine allowable length (number of months) of
extension. The length of the extension is always expressed in months in the UD statement. A
single extension cannot be for more than 23 months. The length of the extension is converted
to months for reporting purposes. For EXAMPLE: 3 months is expressed as 03; a l-year
extension is expressed as 12. The Marine's EAS/ECC (Reserve ECC for SMCR, IRR personnel) will
be automatically adjusted in the MCTFS and will appear on the RU's DFR. Do not report a new
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EAS/ECC or Reserve ECC with a separate UD statement. For AR Marines report Reserve ECC prior
to reporting the extension. Report as follows:

TTC 116 000 EXTENL MO  EXT|

2-byte number of months

2-byte number of extension

NOTE: The reporting and posting of the agreement to extend an enlistment will also
allow for a 30 to 60-day grace period after expiration of ECC.

2. Extension of Enlistment Agreement Becomes Effective or is Cancelled.

a. Unless cancelled, an extension of enlistment agreement becomes effective the day
after the date of expiration of the current enlistment and/or extension. Time lost on the
current enlistment or extension must be made good before a new extension becomes effective.

b. Only report an AR Marine’s Reserve ECC when an extension is not executed.

c. When the first extension of an enlistment becomes effective, leave settlement
information will be reported and periods of leave that bridge the enlistment and the
extension will be reported as two periods. Reporting a type of on-leave statement terminates
the first leave period on the last day of the enlistment being extended. These types of
on-leave statements must never be reported after the statement effecting the extension. The
second leave period will begin on the 1lst day of the first extension and be reported when the
leave expires. Since the first day of the second leave period will be considered by the
system as a day of duty and not chargeable as leave, the reporting unit must submit a NAVMC
11116 to the local DO to ensure that the Marine is charged for the day of leave. Reporting
requirements for leave settlement information are shown in Chapter 7, Table 7-1. Leave
settlement information will not be reported when a second or subsequent extension of
enlistment becomes effective as no entitlement exists for compensation for unused leave. The
Marine's leave account continues without interruption when a second or subsequent extension
becomes effective.

d. If an agreement is cancelled prior to becoming effective, report the cancellation.
Refer to the references for reasons where an agreement can be cancelled. Report as follows:

TTC 118 001 EXTENL CANC EXT |
2-byte number of extension

NOTE: The latest extension must be cancelled PRIOR to any previous extensions being
cancelled; that is, EXT 3 must be cancelled before EXT 2.

3. The following statement is used to report an extension of enlistment to qualify for the
MGIB-R:

TTC 116 001 MGIB-R EXTENL MO EXT|

2-byte number of months T

2-byte number of extension

30304. EXPIRATION OF ACTIVE SERVICE (EAS) (TTC 077/081/119).

1. The EAS is the date active service terminates. An expired EAS is never valid for Marines
in a full-duty pay status except as shown below, and must be immediately updated.
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2. EAS—Voluntary.

a. For Regular enlisted personnel, the EAS is the date of expiration of current
enlistment, voluntary extension of enlistment, COFGL, or COFGM for Marines voluntarily
retained on AD. Regular officers have no EAS. An EAS of COFGL will be reported for Marines
voluntarily retained beyond their EAS due to legal proceedings. It does not apply to Marines
awaiting trial by court martial when their EAS expires. 1In those instances, report an EAS
COFGI (involuntary retention).

b. Only CMC can report an EAS CofG on members who have requested retirement or
resignation.

c. For Reserve officers and enlisted, the EAS is the date of expiration of the AD tour.
d. For inductees, the EAS is the expiration of period of AD service.
e. For retired personnel on AD, the EAS is the expiration of AD.

3. EAS—Involuntary.

a. For personnel involuntarily extended/retained on AD, the EAS date is determined as
follows:

(1) If the involuntary extension is in the event of war or a declared national
emergency, the EAS date will not be changed unless directed by the CMC (MMEA-5).

(2) If the involuntary extension is in the event of war or a declared national
emergency, the EAS date will be established COFGI.

b. Involuntary EAS due to war/national emergency. See the above paragraphs for
instructions concerning wvoluntary extensions of enlistment, and Marines being retained on AD.
Report the following statements for voluntary and involuntary extensions of AD for a definite
period:

TTC 119 000 INVOL EXTENL MO |HIST:AUTH
Enter number of months 4
Authority
or
TTC 119 001 INVOL EXTENL INDEF MO|

8-byte DOA if other
than UD ED (YYYYMMDD)

4. The EAS/ECC for reserve officers on AD are controlled and reported at the HQMC level,
with one exception: Reserve officers who are on Active Duty Special Work (ADSW). Refer to
paragraph 30307 for reporting. FEAS’s normally fall on the 1°° or 15" of the month. All
other reporting of the EAS/ECC for AR officers will be completed by CMC (RAM).

a. The EAS/ECC being reported cannot be greater than the end of the current fiscal year.

b. The CMC (MRRO-5) will report the EAS/ECC for those Marines assigned component code C1
when they initially report for AD to attend The Basic School (TBS). If a component code Cl
Marine requires the reestablishment, change, or correction of an EAS/ECC, the new EAS/ECC
will be reported by the CMC (MMOA) .

5. Table 3-4, contains instructions for the establishment and change of the EAS date.

6. Do not report an EAS COFG when a Marine is in a non-pay status and is retained beyond
EAS. EXAMPLE: UA, IHCA, SICK-MISCONDUCT, confined serving sentence or awaiting trial by
courts-martial. If and when a Marine is returned to a full duty status, the EAS will
automatically be updated when a new ECC is reported. If the Marine is being retained beyond
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EAS in a non-pay status and the duty status code resident in MCTFS is not compatible with the
appropriate non-pay status, you must research and report the appropriate DU STATUS code,
refer to Chapter 4, Section 4. Report as follows:

TTC 077 000 EAS |

8-byte ED (YYYYMMDD) J

and
TTC 081 000 EAS COFG |

Enter the appropriate
Code (i.e. I, M or L)

7. An EAS COFG cannot be changed to a subsequent EAS COFG. If the Marine's status changes
(for example from involuntary to medical), the following must be done:

a. Report an EAS 60 days from today's date.
b. After the new EAS processes, report a new Alpha EAS.

8. DO NOT report an EAS COFG earlier than 90 days prior to the current ECC. An EAS COFG may
be reported on an AD officer with an ECC other than zeroes. When this entry is reported, the
officer's EAS in MCTFS will be reflected as '9’'s.

9. When time lost is reported, the new EAS will be automatically adjusted by the MCTFS and
there is no need to report. The EAS date as adjusted for time lost will appear on the DFR.
This constitutes authority for correction of Service Records.

10. When the Marine returns to a full duty status from a period of absence determined to be
time lost and the EAS has expired, a new EAS will not be reported when the Unit Commander
returns the Marine to a full-duty status. The new EAS will be computer-generated from the
reported ECC date.

a. AFADBD and EOS must be updated.

b. Computer processing of the return to full-duty statement will automatically delete a
duty status of ‘9’ and generate duty status ‘1’.

c. Time lost will be adjusted. DO NOT report the time lost in conjunction with a return
to full duty statement. This will result in a duplicate adjustment of the PEBD and EAS.

30305. EXPIRATION OF CURRENT CONTRACT (ECC) (TTC 122/081)

1. The ECC is the date the current contract terminates as shown on the Marine’s current DD
Form 4. Periods of time lost will automatically extend the ECC by the number of days lost.
An expired ECC will suspend computation of leave, pay, allowances, and terminate payment of
allotments. ECC logic will automatically stop Direct Deposit two paydays (30 days) before

the ECC date for first term Marines. Report as follows:

TTC 122 000 ECC | (Active Duty)
8-byte ED (YYYYMMDD)
or
TTC 122 002 RESERVE ECC \
8-byte ED (YYYYMMDD)
or
TTC 081 001 RESERVE ECC COFG

Enter the appropriate
l-byte code (‘1I’, ‘M’, or ‘L")
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a. Regular enlisted. Voluntary extensions of enlistment will adjust the ECC only after
the extension is effected. The acceptance of a UD statement reporting the execution of an
agreement to extend, will flag the record to allow a 30 to 60 day grace period after the
expiration of the ECC, prior to suspension of the record. Regular officers will not have an
ECC until request for resignation or retirement is approved.

b. Reserve enlisted. If on AD orders, the EAS/ECC will be equal to the orders
termination date unless the member is on the AR program, and has been career designated.
Upon receipt of orders extending the EAS report the following statements (Except when an
extension is pending on career designated AR Marines):

TTC 077 000 EAS |
and
TTC 122 000 ECC |

8-byte ED (YYYYMMDD)

c. While on AD, RESERVE ECC will be reported by the AD RUs. The RESERVE ECC will
reflect the ending date of the DD Form 4 for enlisted Marines, and ‘00000000’ for officers.

d. The ECC will not be changed for personnel involuntarily extended on AD for an
indefinite (COFGI) period.

e. For inductees, ECC is the date of expiration of period of AD.
f. For retired and FMCR personnel on AD, ECC is the date of expiration of period of AD.
30306. EXPIRED ECC.

1. When a Marine returns to a full-duty status from a period of absence determined to be
time lost and the ECC has expired, the below action is required. An action date must always
be reported with the return to full duty status. The action date is the date a CO assigns
the Marine to perform useful and productive duties on a full time basis to make good for time
lost, as long as such duties are not inconsistent with the Marine's grade and years of
service. In determining a new ECC and PEBD, the entire period of absence must be added to
the old ECC and PEBD. Instructions for computing the new ECC and PEBD are published in
DODFMR and the DFASAPSM. (For Additional Information to be Reported (ECC, EOS, and EAS),
refer to Tables 3-1/ 5-2/ 5-3/ 5-4). For periods of UA and TIME LOST refer to Chapter 7.

a. For computation purposes, enlistments/inductions prior to 1 October 1979, date of
initial entry is the PEBD. Enlistments/inductions on or after 1 October 1979 and prior to 1
June 1984, date of initial entry is the AFADBD.

b. Marines initially enlisted/appointed on or after 1 June 1984 and prior to 1 January
1985, the EOS is computed from the PEBD

c. For Marines initially enlisting/appointed on or after 1 January 1985, the EOS is
computed from the Date of Original Entry Armed Forces (DEAF).

d. Officers appointed after completion of either a service academy or an ROTC Scholarship
Program incur an 8-year EOS computed from the AFC date without Regard to prior service.

2. The following Computer Generated Advisory Messages are possible:

a. MR IS IN SUSPENSE PAY STATUS AT CENTRAL. This message is followed by the statement,
"REENLISTMENT, SEPARATION, LOST TIME, EXTN, COFG OR ECC ENTRY REQRD." This indicates that
the Marine's ECC has expired in MCTFS. Usually, the RU is late in reporting one of the
statements listed above. If it is determined that only the ECC is wrong, assistance must be
requested from the MISSO since the RU cannot report a new ECC once it has expired. If the
ECC has expired while confined serving sentence or awaiting trial by court-martial do not
report a new ECC, instead report an appropriate DUTY STATUS CODE.
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b ECC EXPIRED YYYYMMDD (REPORTED BY MISSO-17 ONLY). This message will appear on the DFR
followed by the statement "REENLISTMENT, SEPARATION, LOST TIME, EXTENSION, COFG, OR ECC ENTRY
IS REQUIRED PER MCTFSPRIM." This statement will appear after each file maintenance cycle
until a correct ECC has been reported. This condition can exist when a unit has been
delinquent in reporting time lost, reenlistments, extensions of enlistment, etc., or when
these entries have failed and have not yet been corrected. An appropriate AS OF entry may be
required to ensure that all data elements, not just ECC, are updated as appropriate. The
following is provided:

(1) For an enlisted reservist while on AD, RESERVE ECC will be reported by the AD
RUs.

(2) The ECC will reflect the ending date of the DD Form 4 for enlisted Marines and
*00000000" for officers.

(3) For inductees, ECC is the expiration of period of AD.

(4) For retired and FMCR personnel on AD, ECC 1is the date of expiration of period of
AD.

(5) The ECC will not be changed for personnel involuntarily extended on AD for an
indefinite period.

(6) The servicing MISSO reports: Changes to ECC once the ECC has expired, ECC PEND
STAT, ECC PEND STAT DELETE, and WILL REENTER.

30307. EAS/ECC FOR RESERVE OFFICERS (TTC 077/122).

1. Reporting units will not report the EAS/ECC for reserve officers on the UD. These data
elements are controlled by CMC and all other changes or corrections will be entered at that
level or by the MISSO. Officer EAS's normally fall on the 1st or 15th of the month. The
following guidelines will be utilized for reporting the EAS/ECC into MCTFS for reserve
officers on AD:

a. The EAS/ECC for AR officers will be reported by CMC (RAM).

b. The EAS/ECC for Reserve officers on Active Duty Special Work (ADSW) will be reported
by the appropriate active duty unit. Both the EAS and the ECC are to be reported as the same
date. If both entries are reported on the same UD, action date the EAS one day prior to the

ECC. If all of the following conditions are not met, the entry(ies) will fail, and the unit
must contact the CMC(RA).

(1) These officers must have a component code of ‘C7’, ‘CC’, ‘CF’, or ‘K3’'.

(2) The record must contain a valid Current Active Duty Began Date (CADBD).

(3) The reported EAS/ECC must be greater than the CADBD plus 30 days.

(4) The reported EAS/ECC must not be greater than the CADBD plus 179 days.

(5) The EAS/ECC reported cannot be greater than the end of the current fiscal year.

c. The CMC (MRRO-5) will report the EAS/ECC for those Marines assigned component code

‘Cl’ when they initially report for AD to attend TBS. If component code ‘Cl’ requires a
reestablishment, change, or correction of an EAS/ECC, the new EAS/ECC will be reported by the

CMC (MMOA) .

30308. BASIC PAY ADJUSTMENT, RETAINED PAST EAS WHILE DEPLOYED ABOARD NAVAL VESSEL (TTC
285/286) .

1. When the EAS date expires while a Marine is serving on a naval vessel in foreign waters,
the Marine may be retained beyond normal EAS for the COFG until the vessel returns to CONUS.
Under current provisions of law, if the Senior Officer Present Afloat (SOPA) determines it is
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"service essential to the public interest”, he may authorize the involuntary retention of
enlisted Marines at sea beyond their EAS until the vessel returns to CONUS. Enlisted Marines
involuntarily retained under this authority must be discharged not later than 30 days after
arrival in CONUS and, except in time of war, are entitled to an increase in basic pay of 25
percent for the period in which they are involuntarily retained. The CMC (MM) will be
notified as soon as it is determined that the involuntary retention will be required.

2. There are no similar provisions in law that authorize the involuntary retention of
officers beyond their normal EAS. Accordingly, all officers must be returned to CONUS in
time to permit processing and release from AD at their EAS. Operational circumstances may
necessitate deployments aboard ship to be extended. In the absence of the foregoing
declaration by the SOPA, all Marines deployed aboard ship, who are approaching their EAS,
will be transferred to CONUS in the same manner that Navy personnel are transferred while at
sea. When a Marine is retained beyond EAS and is entitled to the 25 percent increase in
basic pay, use the following statement:

TTC 285 000 STRT BASIC PAY 25 PERCENT INC ED |[HIST:

A

8-byte ED (YYYYMMDD) of increase

Authority for increased pay

3. Entitlement to the 25 percent increase in basic pay may be terminated by reason of
transfer to a hospital or not having been discharged within 30 days after return to CONUS.
When entitlement is terminated prior to discharge, use the following statement to report the
termination:

TTC 286 000 TERM BASIC PAY 25 PERCENT INC ED \

8-byte ED (YYYYMMDD) *
30309. WILL REENTER (TTC 123).

In order to report a WILL REENTER statement, a request for reenlistment for an enlisted
Marine, or a request for augmentation or renewal of a reserve contract for an officer must
have been submitted. The acceptance of this entry into the system will flag the record and
allow for a 30 day grace period, after expiration of the ECC, before accrual of pay and
allowances, leave, Direct Deposit, and allotments are stopped. When a Marine's request for
reenlistment, augmentation, or renewal of contract is disapproved, or the Marine fails to
reenlist, augment, or renew the contract, it is essential that the separation be reported
correctly and timely to terminate the MMPA. Failure to do so will result in overpayments
made via Electronic Fund Transfer/Direct Deposit (EFT/DD) or allotments being paid after the
date of separation. The WILL REENTER statement will be reported no earlier than 90 days, but
no later than 15 days, prior to ECC. Report as follows:

TTC 123 001 WILL REENTER|

NOTE: The reporting and posting of an agreement to extend enlistment (TTC 116 000 EXTENL)
will also provide for the 30 day grace period described above. Do not report the WILL
REENTER entry for extensions of enlistment unless approval of the agreement to extend is not
received within 15 days of the Marine's ECC. Additionally, the WILL REENTER entry should not
be used when an agreement to extend enlistment has been reported and the extension has not
yet become effective. TIf WILL REENTER 1is reported when EXTENL is pending (not yet
effective), the entry will fail.

30310. ECC/EAS FLAG.

The flag is automatically generated upon processing an extension of enlistment, retirement,
etc. The ECC/EAS flag appears in the LES when a status change occurs.

30311. LENGTH OF ENLISTMENT (TTC 155).

1. The length of enlistment is the length of time, expressed in years, for which a Marine



MCTEFSPRIM

enlists, is inducted, or re-enlists. This information is obtained from the enlistment
contract or the record of induction.

2. The length of enlistment is automatically entered during the accession process and
normally is not subject to change. Upon reenlistment, this information is reported as a part
of the reenlistment entry. In the event that the length of enlistment in the MCTFS record is
erroneous, use the following statement to report the correct information:

TTC 155 000 LENGTH ENL YRS |

l-byte number of years;

(for example, 2, 3, 4, or 5)

3. For Reserve Marines the length of enlistment for prior service is the length of time,
expressed in years, for which a Marine enlists or reenlists. This information is obtained
from the enlistment contract. Upon reenlistment, this information is automatically updated
as part of the reenlistment entry.

4. The length of enlistment for nonprior service Reserve Marines, however, will reflect the
member's SMCR IDT obligation vice the actual length of the enlistment contract as determined
by the assignment of component code. The information below will be used to determine the
correct length of enlistment:

COMP CODE LENGTH OF ENLISTMENT
K8 3 YRS
K9 4 YRS
B5 5 YRS
K4 6 YRS
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If the number of previous enlistment’s and the Marine is reenlisting in the
in the same component (USMC or USMCR) is same component, then report the
following abbreviation

one previous enlistment 2nd
: : d

two previous enlistments 3"
. . th

three previous enlistments 4

. . th
four previous enlistments 5

. . . th
five previous enlistments 6

. . . th
six previous enlistments 7
. . th
seven previous enlistments 8
. . . th
eight previous enlistment’s (see note 1) 9

NOTE 1: When a Marine has eight or more previous enlistments, always report 9TH as the number
of enlistment.

NOTE 2: When a Reservist enlists in the USMC for the first time, report 2" as the number

enlistment. When an AD Marine enlists in the USMCR for the first time report 2™ as the
number of enlistment

FIGURE 3-3--REENLISTMENT NUMBER ABBREVIATIONS.
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TABLE 3-1--ADDITIONAL

INFORMATION TO BE REPORTED IN REENLISTMENT REMARKS.

R A B C D
U
L
E Reenlist remarks and this then use the statement TTC
will include information shown/refer to paragraph/
figure indicated for
detailed instructions
1 billet MOS required only BILMOS | 177 000
if the current
information has | 4-digit billet MOS
changed
Refer to Chapter 5
2 strength category STRCAT EFF DATE 112 000
l1-digit
code
8-digit ED (YYYYMMDD)
Refer to Chapter 6
3 home of record required only HOME REC 174 000

if it is an
authorized
change of the
HOR previously
listed on the
DD Form 4
and/or Record
of Induction

5-digit county/
state code

Refer to Chapter 5

4 advance leave
balance carried
forward, if
applicable

Refer to Chapter 7
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TABLE 3-2--ESTABLISHING AND CHANGING ECC.

M X

If the Marine

because of

report ECC change when

1 has a change of status

temporary officer reverted to
enlisted status and enlistment
has not expired

transferred to the FMCR or
enlisted retired and retained
on AD

reporting change of status.

2 is involuntarily extended
or retained

war or national emergency

medical, legal, or higher
authority hold for an
indefinite period

3 voluntarily extends

4 cancels voluntary
extension

no reporting required

5 is enlisted and on
Retired list or the FMCR
and assigned to AD

Marine joins first unit of
Regular Establishment

6 returns from a period of
absence

expired ECC date

Marine is returned to a
full-duty status for the
purpose of making good time
lost.

7 is scheduled to be
separated prior to ECC
(see note)

the separation date is
known, but not later than
the drop entry.

NOTE: Rule 7,

above, does not apply for retirements,

on the last workday prior to ECC.

transfers to the FMCR,

or separation
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TABLE 3-3--LENGTH OF ACTIVE SERVICE DETERMINATION.

R A B C D

U

L

E If the Marine and is serving the length of AD is and
is a/an

1 Reserve on initial tour | the number of months no reporting is required
Officer of obligates AD of AD (entered at accession).

(NOTE 1)
2 on EAD
3 on SWAG the number of months No reporting is required
of the SWAG
4 on AD and the number of months Report when extension of tour

extends tour of
AD (not SWAG,
UAD, EAD, EDR,
or indefinite
AD)

for which extended

is effective

5 Retired
officer

on AD

the number of months
of AD

Report when joined on AD.

6 Regular

on Regular

the number of months

No reporting is required

enlisted enlistment of enlistment entered at accession (NOTE 2)
7 on an extension | the number of months Report when extension
of enlistment of extension enlistment is executed. (see
NOTE 3)
8 Reserve on IADT and ETT 6 months (IADT) plus report when assigned IADT and
enlisted (6 months length of ETT ETT
Training
Program or
Critical Skills
Program)
9 on EAD the number of months no reporting is required

of AD

(entered at accession).
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TABLE 3-3 CONTINUED--LENGTH OF ACTIVE SERVICE.

R A B C D
U
L
E If the Marine and is serving the length of AD is and
is a/an
10 on IADT/ETT and the number of months report when extension is
is assigned to for which extended effective (also report
EAD component code and the new
EAS) .
11 | FMCR on EAD the number of months report when transfer to the
of AD FMCR, and retention on EAD are
reported
12 | inductee on AD no reporting is required
(NOTE 4)
NOTE 1: If this is initial assignment to EAD, the date is entered automatically into the
MCTFS. 1If currently serving on AD, this information will be reported at the time the EAD
becomes effective.
NOTE 2: It is not necessary to report length of active service or length of enlistment upon

immediate reenlistment.

NOTE 3:

remark.

This reporting requirement is included in the reporting of extension of enlistment

NOTE 4: Although certain Regular and career Reserve officers are obligated to serve a

definite period of AD due to their attendance at certain special-type schools,
of active service will still be reported as

‘00" (zeros).

their length
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TABLE 3-4--ESTABLISHING AND CHANGING EAS.

M X

If the Marine

because of

report the EAS change when

1 has a change of
status

temporary officer reverted to
enlisted status whose
enlistment did not expire
while serving as an officer;

enlisted transferred to the
FMCR and retained on AD

reporting change of status.

being declared a deserter

reporting the desertion by UD
statement. (NOTE)

3 is an enlisted

on AD

reservist retained

a modification to current AD
orders

Marine accepts the modification
to current orders.

4 is involuntarily

on active duty
beyond normal EAS

extended/retained or
voluntarily retained

extension declared in event
of war/national emergency

directed by the CMC (MMEA-5).

retention for reason other
than war/national emergency

retention becomes effective,
but not earlier than 90 days
prior to the ECC.

6 voluntarily extends

7 cancels voluntary
extension

no reporting necessary
(par 30303)

8 is retired

assignment to AD by own
request/consent

Marine accepts orders,
establishes date of the EAS.

9 is retained beyond

EAS in a non-pay
status

UA, IHCA, confinement or
SICK-MISCONDUCT

Do not report an EAS COFG,
report the appropriate duty
status.

NOTE :
not become effective.

Required only when Marine has executed a voluntary extension of enlistment which has
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CHAPTER 4 PERSONAL INFORMATION
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Section 1: PERSONAL DATA
40100. INTRODUCTION.

1. The different categories of Individual Data are those items that pertain to a specific
Marine, such as Social Security Number, Birth, Race, etc. Detailed reporting information is
indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg, or Res. Type Transaction Code (TTC)
statements for this Section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
040 000 REQ CLNC ACTION | HQ REG RES N N
041 000 CLNC___ ELIG__INVEST __ AGENCY INVES DT ___ ADJU DT __ |HQ N N
069 000 BIRTH | HQ REG RES N N
154 000 CITIZENSHIP ALIEN ( )| HQ REG RES N N
154 001 CITIZENSHIP DERNAT ( ) | HQ REG RES N N
154 002 CITIZENSHIP DERUS ( )| HQ REG RES N N
154 003 CITIZENSHIP NATLZD ( ) | HQ REG RES N N
154 004 CITIZENSHIP RESIDENT ( ) | HQ REG RES N N
154 005 CITIZENSHIP US| HQ REG RES N N
154 006 CITIZENSHIP USNAT ( )| HQ REG RES N N
163 001 RACE  SEX ETHNIC | HQ REG RES N N
165 000 RELIGION | HQ REG RES N N
238 000 NAME ] HQ REG RES N N
239 001 SSN | HQ REG RES N N
272 001 MARITAL STATUS | HQ REG RES N N
499 024 HOME TELEPHONE NUMBER | HQ REG RES N N

40101. SECURITY CLEARANCES (TTC 040).

1. The Department of the Navy Central Adjudication Facility (DONCAF) has been tasked by the
Secretary of the Navy to be the central point for granting security clearances to military
personnel. Regulations regarding security investigations and levels of security clearance
are contained in OPNAVINST 5510.1 and MCO 5521.3.

a. Level of Security Investigation and/or Clearance Granted. A Marine's level of
security investigation and/or clearance is provided in MCTFS selecting submenu ‘TBTR’.

b. Prior to requesting a security clearance, the RU must first view the Marine's
electronic record (MCTFS, submenus ‘MISC’, or ‘TBTR’) for current security clearance level
held. If the Marine currently holds the level of security clearance required, no action is
required. If the Marine currently holds a lower level of security clearance, the Unit
Commander will request security clearance via UD, based on a completed Special Background
Investigation (SBI), Background Investigation (BI), National Agency Check (NAC), or Entrance
National Agency Check (ENTNAC). The granting or denial of a clearance will be provided by
DON CAF as an advisory message on the reporting unit’s DFR. DONCAF will provide RU's with
advisory messages providing the status of security investigation and clearance requests.

c. Only one type of investigation and one level of clearance is maintained in the CMF.
For example, if the Marine previously was granted a secret clearance based on an ENTNAC, that
information would be in the CMF. TIf later the Marine is required to hold a Top Secret
clearance based on a SBI, the unit will submit the request per the references.

d. When reporting a request for a clearance action, the Marine's place of birth (POB)
must be reported when the INITIAL SECURITY ACTION is requested, if the POB data is not on the
CMF. If the POB is resident on CMF do not rereport it, the transaction will fail. POB
should be action dated 1 day prior to the request for initial security action when reported
on the same UD. Use the following statement to report a request for clearance action:
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TTC 040 000 REQ CLNC ACTION|

l-byte clearance action

NOTE 1: Reporting request termination of clearance code ‘F’ will automatically delete the
security clearance held and advise the DONCAF of the termination.

NOTE 2: Reporting clearance code ‘I’ will delete previously reported requests pending at
DONCAF. Code ‘I’ will only be utilized to query DONCAF for missing investigation data.

40102. DEPARTMENT OF THE NAVY CENTRAL ADJUDICATION FACILITY (DONCAF)SECURITY.

1. The MCTFS CMR record contains six blocks which are used by the DONCAF in the clearance
process. This data is reported by the DONCAF via UD (not available for field use). When TTC
041 processes, an advisory is generated on the DFR of the RU having custody of the Marine’s
record. Use the following statement to report security clearance action by DONCAF:

TTC 041 000 CLNC ELIG INVES AGENCY  INVES DT ADJU DT |
A A A A

l-byte authorized
clearance code
from MCO P1080.20 !

l-byte clearance eligibility
code from MCO P1080.20

l-byte investigation type code
from MCO P1080.20

l-byte investigative agency code
from MCO P1080.20

8-byte ED (YYYYMMDD) of investigation completion

8-byte ED (YYYYMMDD) of adjudication

2. History Statements will appear on the DFR of the RU and may require further action by the
RU. The following are standard History statements that can be utilized by the DONCAF to
communicate with the RU of a Marine:

TTC HIS 001: NO REC OF MARINE IN DIS INVESTIGATION FILES. REQ PROVIDE ANY
MAIDEN/OTHER SURNAME USED.

TTC HIS 002: EXTENSION OF SNM’S INTERM CLNC IS AUTHORIZED FOR 90 DAYS.

TTC HIS 003: EXTENSION OF SNM’S INTERM CLNC IS NOT AUTHORIZED.

TTC HIS 004: DIS HOLDS NO REC OF NAC REQ FOR SNM;SUBMIT NAC REQUEST PER OPNVINST 5510.1.

TTC HIS 005: 1INV FILES REQUIRE REVIEW IF CLNC REQUESTED.

TTC HIS 006: DIS REFLECTS SNM HAS NO INV BASIS TO SPT CLNC. INITIATE APPRO INV PER OPNVINST
5510.1.

TTC HIS 007: DIS HOLDS NO REC OF PERIODIC REINVES (PR) FOR SNM; SUBMIT PR REQ PER OPNVINST
5510.1.

TTC HIS 008: FORWARD ALL DEROG INFO IAW MCO 5521.3H.

TTC HIS 009: BI/SBI MUST BE REVIEWED IF TS CLNC REQUIRED.

TTC HIS 010: DIS PERS SCTY INVES OF SNM STILL IN PROGRESS; WILL ADV CLNC AFTER
ADJUDICATION RSLTS REC.

TTC HIS 011: ADVISE WHETHER SNM HAS HAD BREAK IN SVC TO EXCEED ONE YEAR.

TTC HIS 012: SNM DUE FOR PR TO UPDATE BI/SBI. SUB REQ FOR PR TO DIS PER OPNVINST 5510.1.

TTC HIS 013: SNM NOT ELIG FOR CLNC DUE TO NON-US CITIZEN. IF QUALS, REQ LAA PER
OPNAVINST 5510.1.

TTC HIS 014: DON CAF HOLDS NO NON-DISCLOSURE AGREEMENT (NDA) FOR SNM; REQ SUBNPA PER
OPNAVINST 5510.1

TTC HIS 015: SNM NOT ELIG FOR SCTY CLNC DUE TO NON-U.S. CITIZEN. IF U.S. CITIZEN,
ROVIDE VERIFICATION.

TTC HIS 016: FINAL SCTY CLNC FOR SNM HELD IN ABEYANCE PENDING RECEIPT OF AL INV FILES.
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TTC HIS 017: DIS HAS NO INV BASIS TO SUPPORT TS CLNC, INITIATE APPROPRIATE INV PER
OPNAVINST 5510.1.

TTC HIS 018: INVALID CMD REQ ACTION CODE SUBMITTED, NO ACTION TAKEN, RESUBMIT WITH
CORRECT CODE.

NOTE: Contact the local MISSO for assistance/clarification concerning any computer—-generated
messages.

40103. DATE OF BIRTH (DOB) (TTC 069).

1. DOB is shown on the appointment acceptance record, enlistment contract or record of
induction. When this date is incorrect in MCTFS, report as follows:

TTC 069 000 BIRTH |
8-byte ED (YYYYMMDD)J

2. If the date is also incorrect on the appointment acceptance record, enlistment contract
or record of induction, correct the document in accordance with MCO P1070.12.

3. The SSN, name, and DOB in MCTFS must match the SSN, name, and DOB in the Social Security
Administration files. Therefore, the SSN will be resubmitted from DFAS, KCC to the Social
Security Administration for verification/validation each time a change of SSN, Name, or DOB
is reported into the MCTFS.

40104. NAME (TTC 238).

1. The source document for verification of name is the enlistment contract, record of
induction, or appointment acceptance and record. Inquiries concerning discrepancies on these
documents which cannot be resolved at the RU should be sent to the CMC (MMSB-10). The unit

commander must report official name changes.

2. The Marine's MCTFS record is identified by a combination of the SSN and initials of the
last, first, and middle name. The computer compares SSN/initials on the UD statement to the
SSN/initials contained in MCTFS. When SSN/initials on the UD do not match the SSN/initials
in MCTFS, the UD entry will be rejected.

3. The following action is required of the RU upon receipt of an advisory notification of
transactions rejected because of invalid or mismatched SSN/initials:

a. Verify the SSN, last name, and initials on the file copy of the UD against the
enlistment contract, record of induction, or appointment acceptance and record.

b. If the SSN or initials in the UD entry were incorrect, resubmit all statements with
the correct SSN/initials.

c. If name/initials are incorrect in MCTFS, the following action must be taken:

(1) Report a join if the Marine has not been joined into the RU. The Marine must be
in the RU before further corrective action can be accomplished. The join entry must show the
name/initials as contained in the MCTFS in order to be processed.

(2) Once the join entry has been accepted and the Marine is a member of the RU,
report the entry shown below to change the name/initials in MCTFS.

d. If the name/initials are also incorrect on the enlistment contract, record of
induction, or appointment acceptance and record, correct the document in accordance with MCO
P1070.12. Only request for name changes where there is a question of legality should be
forwarded to CMC (MMSB-10). The middle name and cadency code (formerly suffix) are now
reported in separate fields. The old 32 byte Name format will be retained throughout MCTFS,
except that the expanded name will be posted to the D151 remark. Report as follows:
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TTC 238 000 NAME

26 byte (maximum) Last name

20 byte (maximum) First name

20 byte (maximum) Middle name

1-4 byte Cadency Code (Suffix)

4. When name/initials are incorrectly recorded on the UD in an EXCLUSIVE or GROUP entry,
report individual corrections for each transaction rejected due to erroneous name/initials.

40105. SOCIAL SECURITY NUMBER (SSN) (TTC 239).
1. The SSN is assigned by the Social Security Administration and is recorded on the

enlistment contract, record of induction, or the appointment acceptance and record, as
appropriate.

2. The SSN and the initials are used to identify the appropriate computer record. An
incorrect SSN will cause the UD statements to be rejected because there will be no computer
record with the same combination of SSN/initials. Therefore, it is mandatory that the SSN

for the Marine be correctly recorded on the UD. Hyphens or spaces will not be used when
recording the SSN on the UD.

3. Statements that are rejected because of incorrect SSN/initials will appear on the RU's
DFR. The following action is required of the RU upon receipt of a transaction rejected
because of invalid SSN or erroneous SSN.

a. Verify SSN information resident in MCTFS against the Marine's Social Security Card.
b. If the SSN is incorrect in the MCTFS, the following action must be taken:

(1) If the Marine has not been joined into the RU, report a join entry, using the SSN
resident in MCTFS. The Marine must be in the RU before further corrective action can be
accomplished. The join entry must show the SSN as contained in the MCTFS in order to be
processed.

(2) Once the join entry has been accepted and the Marine is a member of the RU,
report the correct SSN as follows:

TTC 239 001 SSN |
New/correct 9-byte SSN__________f

(3) All entries that were submitted under the incorrect SSN and failed to post must
be re-input under the correct SSN after the MCTFS has been updated.

4. If the correct SSN cannot be obtained from the Marine's social security card or if the
Marine does not have a social security card, request the necessary information from the
nearest Social Security Administration office.

5. When the SSN is incorrectly reported on the UD in an EXCLUSIVE or GROUP entry, report
individual corrections for each transaction rejected because of erroneous SSN.

6. If the SSN reported with an accession transaction, such as an INIT JOIN or accession at
the Marine Corps recruit depot is already in MCTFS, the accession will be rejected. The RU
must take the action specified in rules 1 and 2 of Table 4-1.

7. When the Marine is accessed and the SSN is not already contained on the file, the
accession is accepted, and the SSN is added to the file. Once the record has been added to
the CMF, the SSN is verified with the Social Security Administration. The SSN validation
process described herein is accomplished by computer process between DFAS-KCC and the Social
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Security Administration. Individuals are identified in the Social Security Administration
files by NAME, DOB, and SSN.

a. If the MCTFS information agrees with Social Security Administration files, the SSN is
validated in the MCTFS.

b. If the MCTFS information does not agree with Social Security Administration files, an
advisory message will be repeated every 30 days until resolved.

c. The RU must take action specified in Table 4-1. The SSN is retained on the MCTFS
files, and UD entries may continue to be reported pending resolution of the discrepancy.

8. SSN, name, and DOB in the MCTFS must match SSN, name, and DOB in Social Security
Administration files. Therefore, the SSN will be resubmitted from DFAS to the Social
Security Administration for verification/validation each time a change of either SSN, name,
or DOB is reported.

9. It is the responsibility of the individual Marine to ensure that the records at the
Social Security Administration are correct. Even when the MCTFS information is correct, SSN
will not be validated if Social Security Administration information is incorrect. In such

cases, the individual Marine must write to the Social Security Administration and request a
correction of records as follows:

a. The Application for Social Security Number, Treasury Department Social Security
Administration Form SS-5 will be used to correspond with the Social Security Administration.

b. The Social Security Administration Form SS-5 and instructions may be obtained from
any U.S. Post Office or from the SSA website http://www.ssa.gov/online/ss-5.html.

c. Complete the Social Security Administration Form SS-5 per the instructions contained
on the reverse side of the form, except:

(1) Item #1 - Enter the Marine's name exactly as it is shown in the military
records.

(2) Item #11 - Use the Marine's military address.
d. Send the completed, signed, Social Security Administration Form SS-5 to:

Social Security Administration
6401 Security Boulevard
Baltimore, Maryland 21235

10. The Social Security Administration will verify the Social Security Administration Form
SS-5 against their information and will inform the Marine of any changes that were made based
on the most current Social Security Administration Form SS-5 received. The second page of
the personal data screen and (PERS) is where you view a Marine’s SSA Validation information.

40106. CITIZENSHIP AND/OR COUNTRY OF ORIGIN (TTC 154).

1. Information concerning citizenship is recorded on the enlistment contract/application for
enlistment, record of induction, or Appointment Acceptance and Record.

2. Refer to the Website http://hydra.gsa.gov/glc for the correct geographical code for
reporting country of origin and MCO P1080.20 for the abbreviations entered into MCTFS for
Citizenship Codes.

3. The following statements are provided:
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a. Non-U.S. Citizen (an Alien):
TTC 154 000 CITIZENSHIP ALIEN |

2-byte geographical T
code for country of origin

b. U.S. Citizen Derivative by Naturalization (acquired citizenship after birth by
naturalization of one or both parents):

TTC 154 001 CITIZENSHIP DERNAT \
2- byte geographical T
code for country of origin

c. U.S. Citizen Derivative by Birth (acquired citizenship at birth outside of the U.S.
of parents, one or both of whom are U.S. citizens at the time of person's birth):

TTC 154 002 CITIZENSHIP DERUS |
2- byte geographical T
code for country of origin

d. U.S. citizen (naturalized):

TTC 154 003 CITIZENSHIP NATLZD |
2- byte geographical T
code for country of origin

e. Non-U.S. Citizen who has declared intention to obtain U.S. Citizenship by filing INS
form N-315, N-321 or N-325:

TTC 154 004 CITIZENSHIP RESIDENT \

2- byte geographical T
code for country of origim

f. U.S. citizen by birth:

TTC 154 005 CITIZENSHIP US|

g. U.S. National by Birth:

TTC 154 006 CITIZENSHIP USNAT

2- byte geographical
code for country of origin

40107. RACE/SEX/ETHNIC GROUP (TTC 163).
1. The race, sex and ethnic group of the Marine are recorded on the appointment acceptance
and record, enlistment contract/application for enlistment or record of induction. The

information is initially entered into the CMF during the accession process.

2. The race/sex/ethnic information will be reported to correct erroneous information
discovered during a record audit.

3. Both the correct race and sex must be reported. Report as follows:



MCTEFSPRIM

TTC 163 001 RACE SEX ETHNIC \

l-byte Code 4

from MCO P1080.20
M or F as appropriate

1-byte Code
from MCO P1080.20

40108. RELIGION (TTC 165).

1. The religious denomination or preference of the Marine is recorded on the Appointment
Acceptance and Record for officers and on the enlistment document/application for enlistment
for enlisted personnel. This information is initially entered into the MCTFS record through
the accession process.

2. All changes or corrections of religious denomination are reported as follows:

TTC 165 000 RELIGION |
2-byte code
from MCO P1080.20

40109. MARITAL STATUS (TTC 272).

Marital status for recruits is automatically entered into the MCTFS CMF as part of the
accession process at the recruit depots. Once marital status is entered into the Marine's
CMF, a UD entry will be required only to correct or change a marital status code. Marital
status code will appear on the BIR. Ensure the correct dependent information has been
reported in conjunction with marital status. Report as follows:

TTC 272 001 MARITAL STATUS \

Marital Status Code +
from MCO P1080.20

40110. HOME TELEPHONE NUMBER (TTC 499 024).

1. An accurate home telephone number will be maintained in MCTFS on every Marine for
official use.

2. The home telephone number will contain no blanks or special characters; for example, home
telephone number (999) 555-2222 will be entered as 9995552222. Report as follows:

TTC 499 024 HOME TELEPHONE NUMBER |
10-byte home telephone number T
(Do not use hyphens or spaces)
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40111. MISCELLANEOUS DATA.

1. The different categories of Miscellaneous Data are those items that pertain Duty
Preference, Hard copy Leave Earnings Statements (LES), Gas Mask and Helmet Size, etc.
Detailed reporting information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg, Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
161 000 EX POW | HQ REG RES N N
180 000 PREF DU ] HQ REG N N
256 000 PRECEDENCE NUMBER | HQ N N
*386 000 START E-MAIL ADDRESS | HQ REG RES N N
*386 001 CHAN E-MAIL ADDRESS | HQ REG RES N N
*386 002 STOP E-MAIL ADDRESS | HQ REG RES N N
386 003 STOP HARDCOPY LES PRINT HQ REG RES N N
386 004 STRT HARDCOPY LES PRINT HQ REG RES N N
463 000 GAS MASK SIZE MASK TYPE HELMET SIZE HQ REG RES N N

* = NOT USED AT THIS TIME.
40112. EX-PRISONER OF WAR (EX-POW) (TTC 161).

1. The EX-POW codes indicate whether the Marine was ever a POW during any of the listed
combat actions of the Armed Forces, and the area where held a prisoner.

2. For combinations not shown, select the one that best describes the Marine's case. Any
change, establishment, or correction to the EX-POW information will show the applicable
abbreviation. Report as follows:

TTC 161 000 EX POW |

l-byte code from T
MCO P1080.20

40113. PREFERENCE OF DUTY (TTC 180).

1. Preference of duty codes are entered into MCTFS in two ways. For Sergeants and above,
the preference of duty is entered from the fitness report. If the Marine desires a change to
the preference of duty originally entered on the fitness report, a UD entry may be reported
to correct the codes in MCTFS. For Corporals and below, a preference of duty code may be
entered on the UD at the option of the individual Marine or the unit commander.

2. The following guidance is provided for use by individual Marines and the unit commander:

a. UD reporting of preference of duty is at the option of each Marine. This is not a
required reporting item.

b. The assignment process at HQMC begins 5 months prior to the Marine's RTD. Therefore,
Marines who desire to submit preference of duty on the UD must do so at least 6 months prior
to their RTD. There is no guarantee that the Marine will be assigned to the requested duty
station and specific duty stations should be avoided where possible. Specific assignments
are always dependent upon a billet vacancy at the requested location or command. Each
assignment is determined primarily by the needs of the Marine Corps.

c. Assignments for enlisted Marines returning from overseas are determined by the
monitors at CMC (MMEA). Each assignment is determined primarily by the needs of the Marine

Corps.

d. Unreasonable preferences will be avoided. For example, a PFC will not request duty



MCTEFSPRIM

with an I-I staff because there are no billets on an I-I staff for Marines in the grade of
PFC. As a result, such a request would not be considered.

e. Requests for formal school training in an MOS other than the Marine's current MOS
will not be submitted as a duty preference. Requests of this type must be submitted in

writing to the CMC (MMEA).

f. Confirm duty preference codes prior to reporting. Report as follows:

TTC 180 000 PREF DU |

3-byte first choice codeJ

3-byte second choice cod

3-byte third choice code

(MCC or fitness report duty preference

code
Note: 1If one or more reported Duty Preference Codes are determined to be invalid, the entry
will fail. Confirm the MCC’S with MCO P1610.7 and MCO P1080.20 and re-report all three
choices.

40114. PRECEDENCE NUMBER (TTC 256).

A Marine’s Precedence Number is reported by CMC (MMPR) upon promotion to the next higher
grade.

TTC 256 000 PRECEDENCE NUMBER

8-byte number +

40115. HARD COPY LEAVE EARNINGS STATEMENTS (LES) (TTC 386).

This transaction will allow commanders to turn on or off a Marine’s ‘Hard Copy LES’ print.
Normally, the Marine will make this choice via the internet (http://www.dfas.mil/emss/). This
option will assist the Marine and commanders in situations where use of the internet is not
available and a hard copy of the LES would be preferred. Report Start or Stop Hard Copy LES
as follows:

TTC 386 003 STOP HARDCOPY LES PRINT|
or

TTC 386 004 STRT HARDCOPY LES PRINT |

40116. GAS MASK SIZE, GAS MASK TYPE AND HELMET SIZE (TTC 463).

1. Assessing the procurement and issuing requirements of individual body armor is as
follows:

TTC 463 000 GAS MASK SIZE MASK TYPE HELMET SIZE

+

l1-byte code from below

l-byte code from below

l-byte code from below




GAS MASK SIZE
DESCRIPTION

CODE

cHoQWw®

X-Small
Small
Medium
Large
X-Large
Unknown
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GAS MASK TYPE
CODE DESCRIPTION

ARDS
MOA1
M17A1
M17A2
M24

M25
M25A1
XM40
XM42
Unknown

crHzZzrxR"gDad

HELMET SIZE
CODE DESCRIPTION

A X-Small
B Small
C Medium
D Large
E X-Large
U Unknown
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If the error message
on the DFR is

and research
indicates that a/an

then

1 REPORTED SSN IS
DUPLICATE AND ALREADY
ASSIGNED TO ANOTHER
MARINE. REFER TO
MCTFSPRIM PAR 40104.

Erroneous SSN was
reported on the UD

1. Reaccess the Marine with the
correct SSN.

2. Resubmit all entries with

the correct SSN.

SSN reported on the
UD agrees with SSN on
Marine’s social
security card

1. Marine will report
discrepancy to the Social
Security Administration
using SSA Form SS-5

2. If the Social Security
Administration issues a new
SSN, take action in rule 1,
above.

3. If Social Security
Administration verifies
current SSN as correct,
notify the CMC (MMSB-10).
Instructions will be
provided by separate
correspondence.

3 SSN NOT ON SOCIAL SCTY
ADMIN FILE. REFER TO
MCTFSPRIM FOR ACTION
TO BE TAKEN

Marine was accessed
with an erroneous SSN

Report correct SSN.
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TABLE 4-1 CONTINUED--SSN VALIDATION.

R A B C
U
L
E If the error message | and research then
on the DFR is indicates that
a/an
4 SSN NOT ON SOCIAL SSN was issued It is possible that the MCTFS request
SCTY ADMIN FILE. less than 30 days for SSN validation reached the Social
REFER TO MCTFSPRIM prior to date Security Administration before the SSN
FOR ACTION TO BE Marine was was added to the file. SSN’s that were
TAKEN accessed into the not validated are automatically
MCTFS resubmitted to the Social Security
Administration every 30 days. No
action required until receipt of second
notice on DFR. If a second notice is
required the Marine must request
verification from the Social Security
5 Administration. If a different SSN is
received, report new SSN on UD. If SSN
is verified ass correct, no additional
action is required.
6 SSN INVALID IN MCTFS | Marine was Report correct SSN.
OR SOCIAL SCTY ADMIN | accessed with
FILE. REFER TO erroneous SSN
MCTFSPRIM FOR
NECESSARY CORRECTIVE
ACTION.
7 Name of DOB or Report correct name and/or DOB on UD.
both are incorrect
in the MCTFS
8 SSN INVALID IN MCTFS SSN, name, and DOB 1. Marine must report current
OR SOCIAL SCTY ADMIN | in the MCTFS are information to Social Security
FILE. REFER TO correct Administration using SSA Form
MCTFSPRIM FOR SS-5
NECESSARY CORRECTIVE
ACTION. 2. If Social Security Administration
issues a new SSN, Report on UD.
3. If Social Security Administration
files are incorrect and will be changed
to conform with the MCTFS file, report
DOB on UD.
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Section 2: MEDICAL DATA
40200. INTRODUCTION

1. The different categories of this Section are those items that pertain to Medical Data,
such as Blood Type, Casualty Status, Mental Incompetency Flag, etc. Detailed reporting
information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg, or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
267 000 CAS STATUS RU | HQ N N
341 000 MEDSERVGRP AUTH HELD EXPIRES HQ N N
342 000 FLT WAIVED | HOQ N N
499 001 HIV III | HQ REG RES N N
499 018 BLOOD TYPE | HQ REG RES N N
754 000 MENTAL INCOMPETENCY FLAG HQ N N
813 000 LAST PHYS EXAM | HQ REG RES N N
814 000 PHYS RISK CLASS | HQ RES N N
829 000 PHYS CERT | HQ RES N N

40201. CASUALTY STATUS (TTC 267).
Use the following statement to report a Marine’s casualty status:

TTC 267 000 CAS STATUS RUC | (CMC (MHP-10)) .

l-byte code *
from MCO P1080.20

5-byte RUC
member attached to

40202. MEDICAL SERVICE GROUP/AUTHORIZATION HELD (TTC 341).

Medical service group/authorization held codes and expiration date for naval aviators, naval
flight officers, officer navigators, air crewmembers, and air controllers are assigned upon
completion of a medical evaluation and issuance of an authorization to an individual based on
the results, and reported by CMC. Medical service group/authorization held codes are listed
in MCO P1080.20.

TTC 341 000 MEDSERVGRP AUTH HELD EXPIRES | (CMC (MMOA ONLY)

l1-byte A/N code T

8-byte ED (YYYYMMDD)

40203. WAIVER FLAG (FORMERLY AERONAUTICAL FLAG) .

The waiver flags are codes indicating that a portion or all of the minimum or maximum annual
flying requirements and/or monthly flight time for pay have been waived for a naval aviator
or naval flight officer. Report as follows:
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TTC 342 000 FLT WAIVED |[HIST: | (CMC ONLY)

l-byte waiver code from——————f

MCO P1080.20

2-byte waiver year last waive
issued (for example, 20)

Authority
40204. HUMAN IMMUNODEFICIENCY VIRUS (HIV III) TEST DATE (TTC 499 001).

1. All deployed Marines and all Rapid-Deployment-Forces are required to be tested for HIV
IIT antibody annually. Additionally, all Marines being transferred to an overseas assignment
must have been tested within 6 months prior to executing the overseas transfer. HIV III
testing is required for all others during routine physical examination screening.

2. The Commander maintains the date of annual HIV III antibody testing in MCTFS for use in
monitoring and tracking testing. Report as follows:

TTC 499 001 HIV III |

*

6-byte ED (YYYYMM)
40205. BLOOD TYPE (TTC 499 018).

After verification from a competent medical authority, Blood Type information is reported
using the following statement and codes:

TTC 499 018 BLOOD TYPE
l-byte code from below————————f

CODE BLOOD TYPE

A Negative
A Positive
B Negative
B Positive
AB Negative
AB Positive
0 Negative
0 Positive

QO J oy Ul WwWN

40206. MENTAL INCOMPETENCY FLAG (TTC 754).
To report mental incompetency of a member. Report as follows:

TTC 754 000 MENTAL INCOMPETENCY FLAG | (CMC ONLY)

l-byte ‘'Y’ Yes or ‘N’ No *
40207. DATE LAST PHYSICAL EXAMINATION (TTC 813).

1. Last Physical Exam information will be reported each time that a Marine completes a
physical exam for any reason. The date of a Marine’s last physical examination is obtained
from the most recently completed Standard Form (SF) 88, Report of Medical Examination. The
date of last physical examination will be reported whether or not the Marine was found
physically qualified. Report as follows:
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TTC 813 000 LAST PHYS EXAM

8-byte ED (YYYYMMDD) +

NOTE: Any component codes that are considered TEMACDU (less than 180 days), must contact
MISSO 16-17 to have this transaction reported. For EXAMPLE, component codes C7, CA, CB, etc.
Refer to MCO P1080.10 for complete listing.

2. If a Marine is found not physically qualified for retention in the Marine Corps, whether
pending evaluation by a medical board or awaiting separation, physical risk classification
will be corrected to reflect current status. The accurate and timely input of the date of
last physical examination and the current physical risk classification will be used to
determine eligibility for mobilization and promotion. These entries are the unit commander’s
means to certify a Marine's physical status. The following guidelines apply:

a. Members who are 49 years of age or less are required to have a physical examination
every 5 years. The 5 year period commences on the date of the last physical examination.

b. Members who are in the age group of 50 through 59 years of age are required to have a
physical examination every 2 years. The 2 year period commences on the date of the last
physical examination.

c. Members who are 60 years of age or older are required to have a physical examination
every year. The 1 year period commences on the date of the last physical examination.

3. If a Marine requests retirement, ensure the LAST PHYS EXAM is reported prior to
transferring the Marine to the Retired List. (Refer to Chapter 10, SEPARATIONS).

40208. PHYSICAL CERTIFICATION (TTC 829).
The CG MCRSC or MISSO-17 reports the Physical Certification for members attending the Annual

Muster or completing the Mail Screening Form. When this entry is reported, edits in MCTFS
compare the DOB and the LAST PHYS EXAM. An advisory message is generated on the unit's DFR

if the Date of Last Physical does not meet the Physical Examination requirements. Ensure the
physical risk classification in the MCTFS is current (see below). Report as follows:
TTC 829 000 PHYS CERT |

8-byte ED (YYYYMMDD)

40209. PHYSICAL RISK CLASSIFICATION (TTC 814).

1. A physical risk classification code is assigned upon initial entry into the Ready
Reserve. This code is used to determine eligibility for retention in the Ready Reserve and
for promotion.

2. Physical risk information is obtained from unit records. Physical risk classifications
which are not available from unit records are requested from CMC (MHP). Report as follows:
TTC 814 000 PHYS RISK CLASS |

+

4. Physical risk classification codes for the SMCR and the IRR officers are used by the CMC
(MMPR) to determine eligibility for receipt of promotion after selection. Out-of-date
physical risk codes and date last physical will result in delay of the promotion. The CG
MCRSC will enter physical risk codes and date last physical for the IRR officers.

Code from MCO P1080.20

5. If a Reserve Marine's physical risk code is not recorded in the MCTFS upon completion
of AD, MCTFS will automatically post an ‘A’ to MCTFS. RU's must verify the physical risk
classification code in such instances, and if it is other than ‘A’, must report the correct
code.
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Section 3: WEIGHT CONTROL/MILITARY APPEARANCE

40300. INTRODUCTION.

1. The different categories of this section are those items that pertain to Weight Control
and Military Appearance. Detailed reporting information is indicated in the following
paragraphs.

2. Diary input authority is indicated for HQ, Reg, or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/  DEL/

AUTHORITY ADD ERR
337 000 TO WT CNTL| REG RES N Y
337 001 EXTEND WT CNTL| REG RES N Y
338 000 TO MILAP| REG RES Y Y
339 000 FR WT CNTL| REG RES N Y
339 002 FR MILAP| REG RES N Y
40301. WEIGHT CONTROL AND MILITARY APPEARANCE PROGRAM (WC/MAP) (TTC 337/338/339).
1. Weight control and military appearance information is used by the unit commander,

training officer, higher echelons, CMC, the medical department, or the Department of Defense
in monitoring Marines found to be physically unqualified as a result of obesity, an
overweight condition, or unsatisfactory personal appearance.

2. Female Marines who become pregnant while assigned to weight control will remain on weight
control in an 'inactive' status. No Unit Diary entry is required when a Marine on weight
control becomes pregnant other than reporting Duty Limitation 'N'. When a Marine is
subsequently reported to a non-medical duty limitation, it will reinstate the Marines active
status on the Weight Control Program. Female Marines will not be eligible for promotion
while assigned to weight control. See the reference for guidance concerning female Marines
returning to full duty after childbirth/prematurely terminated pregnancy and the requirement
to conform to weight or body fat standards.

3. After initial assignment to the WC/MAP, it is possible for the Marine to be removed
from this program for satisfactory progress. Conditions requiring or permitting assignment,
extension, or removal from the various categories of the WCMAP are contained in mco 6100.10.
To report assignment to, extension of assignment, and removal from weight control and
military appearance:

TTC 337 000 TO WT CNTL|

TTC 337 001 EXTEND WT CNTL|

TTC 339 000 FR WT CNTL|

TTC 338 000 TO MILAP|

TTC 339 002 FR MILAP|

8-byte DOA _f‘when the date of assignment to the WC/MAP differs from the date of the

UD.

NOTE 1: The Promotion Restriction Period and Restriction Status Codes for TTC 337 are as
follows: (Refer to Chapter 7, Section 7 for reporting TTC 053 PROM RESTR.)

TTC ENGLISH RESTR PERIOD RESTR CODE

337 000 TO WT CNTL UNTIL REMOVED 4

FR WT CNTL
NOTE 2: If a Marine was reported to WICNTL/MILAP due to administrative error, (i.e., reported

4-19
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TO WTCNTL using the incorrect SSN), use a DEL AS ERR statement to correct the error. In this
case, there is no requirement to submit for BCNR.

NOTE 3: For Marines who become pregnant while assigned to WCMAP refer to Chapter 4, Section 4
to report a duty limitation of pregnancy.

a. When TTC 157 003 DU LIMIT PREGNANCY is reported on a Marine that is currently
assigned to the Weight Control Program, it will suspend their status in the weight control
program and generate the following advisory message: “MARINE PLACED IN INACTIVE WT CNTL
STATUS” .

b. Marines will not be promoted while in a Duty Limitation of N’ (Pregnancy) and Weight
Control Status Code of '5’. When the select grade routine is ran, it will automatically not
consider these Marines.

c. When a Marine is reinstated to a non-medical duty limitation, it will again reinstate
the Marines active status on the Weight Control Program and generate the following advisory:
“MARINE RETURNED TO ACTIVE WT CNTL STATUS FOR SIX MONTHS”.
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Section 4: LIMITED DUTY STATUS
40400. INTRODUCTION

1. This section includes Duty Limitation and Duty Status. Detailed reporting information is
indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg, Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/  DEL/

AUTHORITY ADD ERR
157 000 DU LIMIT CON OBJTR | HQ REG RES N N
157 001 DU LIMIT HAZ AREA RESTR | HQ REG RES N N
157 002 DU LIMIT INSUF ACT SERV | HQ REG RES N N
157 003 DU LIMIT PREGNANCY | HQ REG RES N N
*157 004 DU LIMIT MUL WOU RVN | HQ REG RES N N
157 005 DU LIMIT NONE | HQ REG RES N N
157 006 DU LIMIT LD MED BOARD | HQ REG RES N N
157 007 DU LIMIT PHYS REM | HQ REG RES N N
157 008 DU LIMIT RETN LD STAT | HQ N N
157 009 DU LIMIT SOLE SURV | HQ REG RES N N
157 010 DU LIMIT UNK | HQ REG RES N N
*157 011 DU LIMIT WOU RVN HOSP NOT RVN HQ REG RES N N
157 012 DU LIMIT 17 YRS | HQ REG RES N N
157 013 DU LIMIT PCE CRPS SERV \ HQ REG RES N N
157 014 DU LIMIT MEDICALLY NON-DEPLOYABLE | HQ REG RES N N
157 015 DU LIMIT ADMINISTRATIVELY NON-DEPLOYABLE HQ REG RES N N
157 016 DU LIMIT KEY FED | HQ REG RES N N
460 000 DU STATUS | HQ REG Y N
* NO LONGER USED
40401. DUTY LIMITATION (TTC 157).
1. The duty limitation of the Marine is determined from the references and appropriate
source documents. If more than one duty limitation is applicable, the more permanent

limitation is reported. Use the appropriate statement shown above with an 8-byte (YYYYMMDD)
equal to the determination date, to report change of duty limitation.

2. Table 4-5 summarizes requirements to report duty limitation. When a duty limitation no
longer exists, report a UD entry to change the duty limitation to NONE or to the appropriate
limitation, if another is wvalid.

40402. DUTY STATUS (TTC 460).

1. A Marines’ Duty Status Code should reflect the current duty status of the individual
Marine. The duty status is automatically updated based on submitted entries and will only
reflect the most recent generated duty status. Particular attention must be paid to the
current duty status of a Marine prior to reporting an entry that will affect this status.

2. Reporting Duty Status Codes ‘B’ through ‘H’, ‘M’, ‘U’, ‘W', or ‘W’ will create a MCTFS
D601 Pay Remark with an effective date of the transaction without a ‘To’ statement being
reported. Reporting the duty status without the ‘To’ statement will prevent the RU from
returning the Marine from that status. For EXAMPLE, if Duty Status ‘D’ (CONF AWTG TRIAL
SPCM) is reported, a D601 Pay Remark will place the Marine in a confined status. However,
the RU will not be able to report FROM CONF because the Marine was never reported TO CONF.
Failure to adhere to this guidance will create unnecessary administrative burdens that cannot
be corrected at the RU level.
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3. Additional reporting guidance is provided:

a. A JOIN DU entry automatically updates MCTFS to reflect a duty status associated
with the type of join reported.

b. All TO entries submitted on the UD will automatically change a Marine’s duty
status based on the type of entry reported, i.e., a TO TAD EXCESS entry will change the duty
status to ‘A’ (TAD).

c. Ensure FROM entries are compatible with the current duty status reflected in
MCTFS, i. e., a RET FR IHCA entry will fail if MCTFS reflects a ‘P’ (Sick in hosp) duty
status. All FROM entries submitted on the UD will automatically change a Marine’s duty status
to ‘1’ (full duty status). When reporting a FROM entry with an ED, and the Marine is
returning to a duty status other than ‘1’, the ED on both entries must be the same. If
returning to other than full duty status, refer to Chapter 7 and report as follows:

TTC 460 000 DU STATUS \
Appropriate code T
from MCO P1080.20

NOTE: Duty status cannot be reported with an ED prior to the ED of the last reported change
in duty status.
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TABLE 4-5--DUTY LIMITATION.

R A B C D
U
L If the Marine and then TTC
E
claims to be a Marine has been
1 conscientious objector designated a DU LIMIT CON 157 000
conscientious objector OBJTR |
by competent authority
as outlined in current
Marine Corps directives
has a hazardous area DU LIMIT HAZ AREA
2 restriction RESTR | 157 001
has not completed 84 DU LIMIT INSUF ACT
3 days training on AD SERV | 157 002
is not eligible for
combat deployment due to DU LIMIT
4 pregnancy (not including PREGNANCY 157 003
maternity leave) (NOTE 1)
was twice wounded in
Vietnam requiring
5 hospitalization in DU LIMIT MUL WOU 157 004
excess of 48 hours each RVN |
wound; or thrice wounded
regardless of nature or
treatment of wounds
does not have any DU LIMIT NONE 157 005
6 restrictions on duty
is classified as not DU LIMIT LD MED 157 006
7 physically qualified for BOARD |
combat by competent (NOTE 2)
medical authorities
enlisted under physical competent authority DU LIMIT PHYS 157 007
8 remedial program authorizes assignment REM |

to program
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TABLE 4-5 CONTINUED--DUTY LIMITATION.

R A B C
U
L If the Marine and then TTC
E
on AD in excess of 16 years 1is requests in
placed in a limited duty writing to be DU LIMIT RETN LD
9 status as a result of a retained on AD in STAT | 157 008
medical board or Secretary of a limited duty (CMC ONLY)
the Navy action status to complete
20 years active
service per MCO
P1900.16
has been designated a sole
10 | surviving son or daughter DU LIMIT SOLE 157 009
SURV |
has an unknown duty limitation
11 [ while awaiting disposition DU LIMIT UNK 157 010
from higher authority
12 | is less than 18 years of age DU LIMIT 17 YRS | 157 012
was a former Peace Corps
13 | member DU LIMIT PCE CRPS 157 013
is judged medically DU LIMIT MEDICALLY 157 014
14 | nondeployable by competent NON-DEPLOYABLE |
authority
is judged administratively DU LIMIT
15 | nondeployable by a competent ADMINISTRATIVELY 157 015
authority NONDEPLOYABLE |
17 is a Senator/Congressman DU LIMIT KEY FED | 157 016
and/or Key Federal Employee
NOTE 1: If a Weight Control code of ‘1’, ‘2’, or ‘4’ was reported prior to reporting DU

PREGNANCY N LIMIT;
WEIGHT CONTROL,

NOTE 2: When CMC reports PEB FOUND FIT EFF ,
remove DU LIMIT Code by reporting DU LIMIT ‘0’

a Weight Control code of ‘5/
Section 3 of this chapter.

(zero)

and a DU LIMIT Code of ‘Q’
(full duty status).

will automatically be generated. Refer to

was reported,
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Section 5: RESERVIST INFORMATION
40500. INTRODUCTION.

1. The different categories of Reserve Unique Information are those items that pertain to
Reserves, such as Mandatory Removal Date, SRB/Med Flag, Physical Risk Classification, etc.
Detailed reporting information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg, or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
178 000 SOURCE INITIAL ENTRY [ HQ RES N N
250 000 AR CAREER DESIGNATED MARINE HQ N Y
243 000 MAND REMOVAL DATE y HQ RES N N
811 000 SRB/MED FLAG | HQ RES N N
818 000 DATE JOINED SMCR | RES N N
819 000 DISPFLG ED | RES N Y
846 000 ANNVDATE | HQ RES N N
857 000 MANDATORY IDT PARTICIPATION START | HQ RES N N
858 000 MANDATORY IDT PARTICIPATION STOP | HQ RES N N
860 000 PENSION NOT IN RECEIPT| RES N N
860 001 PENSION WAIVED| RES N N
860 002 PENSION NOT WAIVED| RES N N
873 000 ACTIVE DUTY FROM DATE | RES N N
922 000 CRCR CERTDATE | HQ REG RES N N

40501. SOURCE OF INITIAL ENTRY INTO MILITARY SERVICE (SIEMS) (TTC 178).

The SIEMS information reflects the first induction or voluntary enlistment into an Active or
Reserve component of any branch of the Armed Forces. It must be reported for all enlisted
reservists with a record on the CMF. Once established, the code will not be changed unless
found to be in error. Report as follows:

TTC 178 000 SOURCE INITIAL ENTRY \

*A

Code from below

CODE DESCRIPTION

A Induction (any service).

B Voluntary enlistment in a Regular component.

C Voluntary enlistment in a Reserve component for service in a Regular

component DEP, any Service, under 10 U.S.C., 511 or, after November 1989,
U.S.C., 513 of reference (h).

D Voluntary enlistment in a Reserve component, any Service, under 10
U.s.Cc., 511.

NOTE: Do not report source of initial entry on officers.

40502. MANDATORY REMOVAL DATE (TTC 243).

1. The Mandatory Removal Date for Reserve Officers (MAJ to COL) is computed from the Date
Accepted First Commission field on the MCTFS Master File. Reserve Warrant Officer’s

Mandatory Removal Date is computed from Pay Entry Base Date (PEBD). The following
restrictions apply:
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PRESENT GRADE OF OFFICER MAXIMUM YEARS ALLOWED

W3 30

W4 30

W5 30

04 20

05 28

06 30

2. Report the waivers for the maximum age-in-grade limitations with the following statement:
TTC 243 000 MAND REMOVAL DATE |HIST: | (CMC (RA))
8-byte mandatory removal ED——————————f‘
Authority

40503. CAREER DESIGNATED MARINES (AR/ADSW) (TTC 250).

a. The following TTC will be used by HQMC (RAM) to identify career designated AR Marines
in MCTFS. These Marines will be identifiable by use of the AR Career Designated Marine flag
of ‘1’ that will be displayed on the enlistment screen within MCTFS. Report as follows:

TTC 250 000 AR CAREER DESIGNATED MARINE (CMC ONLY)
8 byte ED
(YYYYMMDD)
b. TTC 881 (transfer) allows the reporting of reserve transfers to active duty for
periods that end on or prior to the reserve ECC. 1In cases where the reserve contract does

not cover the entire reported active duty period, the active duty EAS/ECC posted to MCTFS
will be equal to the Reserve ECC (see Chapter 3).

c. Extension of enlistment related processes, will properly adjust the EAS, ECC, and
Reserve ECC of reservist on active duty in excess of 30 days.

d. TTC 122 (ECC) will fail if, in the case of a reserve Marine, the reported active duty
ECC is greater than the Reserve ECC on file in MCTFS.

40504. OQR/SRB/MED REC FLAG (TTC 811).

1. The OQR/SRB MED flag will be assigned to provide data on location/status of Service
Records for Marines in transferred, separated, joined, or TAD status.

a. Service Records for personnel in a transferred, separated, or RELACDU status will be
transferred as outlined in MCO P1070.12.

b. Report the status of Service Records for Marines joined at a new command/unit of
assignment and those attached in a TAD status.

c. Explain in a HIST: statement the status of any records not forwarded to the new
command (e.g., "LTR MAILED TO USNH BETHESDA MD 10 APR 98 REQ MEDICAL RECORDS BE FWD TO YOUR
COMMAND"™ or "UNABLE TO LOCATE DENTAL RECORDS NEVER REC THIS COMMAND", etc.)
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2. Report the OQR/SRB/MED flag data as follows:
TTC 811 000 SRB/MED FLAG |HIST:
Location code (position 1)
from Tables 4-2 and 4-3

Disposition code (position 2)
from Tables 4-2 and 4-3

Other data as appropriate
(i.e., location of missing records

40505. DATE JOINED SMCR (TTC 818).
1. The date of join to the SMCR will be reported.
a. For all NPS personnel enlisted into the SMCR:

(1) The DATE JOINED SMCR will be initially established as the date of enlistment.
Completion and return from IADT does not alter the initially established DATE JOINED SMCR.

(2) If the Marine is subsequently ordered to EAD or transferred to IRR/Standby
Reserve, and then returns to an SMCR unit (at a later date), the DATE JOINED SMCR will remain
as previously established provided the EAD, IRR, or Standby Reserve time is 1 year or less.

If the time is for more than 1 year, the DATE JOINED SMCR will be reestablished, and will be
the date the Marine rejoins the SMCR unit.

b. For all prior service (PS) personnel:
(1) The DATE JOINED SMCR for reservists executing an immediate or continuous
reenlistment into the SMCR will remain as previously established providing the reservist was

in an SMCR unit at the time of reenlistment.

(2) If the Marine is a join from IRR or Standby Reserve with no previous SMCR
service, the DATE JOINED SMCR will be established as the date joined the SMCR unit.

(3) If the Marine is a join from IRR or Standby Reserve with previous SMCR service,
paragraph 4037.la(2) applies.

(4) For broken reenlistments, the DATE JOINED SMCR will be reestablished as the date
of current enlistment if the break in SMCR service is more than 1 year.

2. Report the date joined the SMCR as follows:
TTC 818 000 DATE JOINED SMCR

8-byte ED (YYYYMMDD) +

40506. DISPUTED DATA INDICATOR (TTC 819).

1. The Privacy Act of 1974 provides individuals the right to: Determine if a pertinent
record exists; request access to those records; request an accounting of disclosures of
records; request an amendment of records; and file a statement of disagreement if an
amendment to the records is refused.

2. Except in incidents involving corrections of minor errors, request for amendments of
factual data will be submitted in writing to the CO having physical custody of the OQR/SRB.
The request should contain sufficient information to permit identification and location of
the record, description of item or portion of record to be amended, reason for request, and
documentary evidence supporting the requested amendment. Upon receipt of the request, the
desired amendment is normally approved, documented, and the requester notified of the
completed action. In the event the amendment cannot be approved, it will be forwarded for
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action by an official possessing denial authority.

3. Approval of the request, by the denial authority, will result in the requested amendment
being made. If denied, the originator will be notified of the reason and provided the option
of appealing this decision to an Administrative Review Board. If denial is warranted
following this review, the originator will be informed of the right to file a disagreement
with this decision through an entry of disputed data. This is initiated through the
preparation of a Statement of Dispute. Upon receipt of this statement, actions required of
the unit are contained in MCO P5211.2. Specifically this action includes:

a. If the disputed data is contained only in the individual's Service Record, the record
will be annotated to reflect that it contains disputed information and a copy of the
statement and applicable summary data filed to permit its retrieval whenever the disputed
portion is disclosed.

b. TIf the disputed data is contained in both the individual's Service Record and the
CMF, it will be necessary, in addition to actions outlined above, to also submit a UD
statement identifying the occurrence of disputed data. Report as follows:

TTC 819 000 DISPFLG ED |
Codes ‘Y’ ,'R’, or ‘O’——————f
(NOTE)

8-byte ED (YYYYMMDD) statement
of disagreement initiated

NOTE: Disputed data flag codes:

Code ‘Y’. HIST: Authority: date/office initiating denial
Code ‘R’. HIST: Authority: date/office amending initial denial
Code ‘0’ (zero). HIST: Statement explaining reason for change
c. If the disputed data from a previous occurrence of dispute has been resolved and a
new occurrence 1s to be reported, see above. The ED must always be greater than the ED of

the resolution of previous disputed data.

d. If the Marine currently has disputed data that has not been resolved and a new
occurrence of dispute arises, do not report the new occurrence until the previous dispute is
resolved. Once resolved, report the new occurrence and the ED per this section. Annotate
the member's OQR/SRB (Administrative Remarks, NAVMC 118(11)), so that the new occurrence will
be reported upon resolution of the previous occurrence of disputed data.

e. Disputed data reported erroneously. (i.e., wrong member, report a DELETE AS ERR
statement to correct the Marine's CMF, then report the information on the correct member).

40507. MANDATORY PARTICIPATION START/STOP DATES (TTC 857/858).

1. Upon initial enlistment into the USMCR, each reservist incurs an 8-year Mandatory Service
Obligation (MSO). A portion of this obligation is contractual service in the SMCR as agreed
to and stated on the enlistment contract. Because the Reserve offers several contractual
service options, they are noted on the contract and in the MCTFS by component code.

2. If Mandatory Drill Participation (MDP) start and stop dates are incorrect or missing,
report changes. The MDP start date is established when the reservist is accessed into MCTFS
for IADT or in the case of a category ‘P’ reservist when ECCO data is input on an initial
join into the Marine Corps Reserve. Refer to MCRAMM, SGLI, MCO P1080.20 and Chapter 8 for
more information. Changes to the dates of mandatory IDT obligation are reported as follows:

TTC 857 000 MANDATORY IDT PARTICIPATION START |

8-byte ED (YYYYMMDD) IDT obligation starts *

or
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TTC 858 000 MANDATORY IDT PARTICIPATION STOP

8-byte ED (YYYYMMDD) IDT obligation stops ?

40508. WAIVER OF BENEFITS (TTC 860).

1. Members with prior military service who are receiving VA benefits or retired/retainer pay
as the result of military service are required to waive either Reserve pay and allowances or
those benefits when performing AD/IDT. The requirement for a waiver of Reserve pay and
allowances or benefits is contained in the DoDFMR, Vol. 7A.

a. A Reserve member must complete VA Form 21-8951 upon joining a SMCR unit, MTU or at
anytime the VA begins benefits, or retired/retainer pay.

b. Reservists on AD with the AR program are considered members of the SMCR and therefore
require a VA Form 21-8951.

c. Members of the IRR or Standby Reserve not affiliated with an MTU must complete VA
Form 21-8951 prior to performing AD, unless one was previously submitted during the calendar
year.

2. For the Reserve Marine who has completed the above VA Form, and checked block 6A, do the
following:

a. File the Reserve unit's copy in the member's Service Record.
b. Give the claimant copy to the Reserve Marine to keep for member's records.

3. For the Reserve Marine who has completed the above VA Form, and checked block 6B, and
blocks 7A, or 7B, do the following:

a. Mail the VA copy to the VA Regional Office paying the Marine. See MCO P1900.16 for
the correct address.

b. File the Reserve unit copy in the member's Service Record.
c. Give the claimant copy to the Reserve Marine to keep for member's records.
4. The appropriate UD statements are contained in Table 4-4.

5. When a reservist waives reserve pay and allowances, IDT (appropriate duty) and AD must be
reported.

6. A reservist who waives VA benefits or retired/retainer pay in lieu of Reserve pay and
allowances must initially complete VA Form 21-8951 upon joining an SMCR unit, AR Program or
MTU. The election must be reported with the initial join entry and also whenever the
election changes. Annually, in connection with mobilization deployment readiness audit, the
Marine must certify that the waiver of benefits status is still valid. Appropriate changes
resulting from the audit must be reported. The ED will be the actual date of the member's
new election.

7. The CG MCRSC, will verify the pension status of all IRR or Standby Reserve members prior
to the issuance of AD orders. If no pension status has been reported, a VA Form 21-8951 must
be completed, and the pension status reported in conjunction with the appropriate AD
statement.

8. Report the following as applicable:
a. A Marine who is not in receipt of a pension or disability compensation will execute a

VA Form 21-8951 upon joining a SMCR unit, MTU, AR Program, or when performing duty and not a
member of an SMCR unit or MTU. Report as follows:
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TTC 860 000 PENSION NOT IN RECEIPT|

b. A Marine who is receiving a pension or disability compensation and elects waiver will
execute a VA Form 21-8951 upon joining a SMCR unit, MTU, AR Program, or when performing duty
and not a member of an SMCR unit or MTU.

TTC 860 001 PENSION WAIVED|

c. A Marine who is receiving a pension or disability compensation and elects not to be
waived will execute a VA Form 21-8951 upon joining a SMCR unit, MTU, AR Program, or when
performing duty and not a member of an SMCR unit or MTU.

TTC 860 002 PENSION NOT WAIVED|
d. To correct a record that has had an incorrect Pension Act Waived submitted, report

TTC 860 000 PENSION NOT IN RECEIPT| with the same effective date/action date as the erroneous
entry.

e. A Reservist who has had a change of disability compensation must immediately execute
a new certificate.

40509. ACTIVE DUTY FROM DATE (TTC 873).

1. Report the date the reservist was released from AD, EAD, ADT or IADT. This date will not
change if the reservist was ordered to AD for 30 days or less. Normally this date is entered

into MCTFS by processing a join entry after the reservist is released from AD, report as
follows:

TTC 873 000 ACTIVE DUTY FROM DATE

8-byte ED (YYYYMMDDy *
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TABLE 4-2--LOCATION OF SERVICE RECORDS FOR MARINES IN TRANSFERRED, SEPARATED,
RELACDU, OR TAD STATUS.

R A B C D E
U
L
E If Service Records and contents were report report code in position
were forwarded to code in number 2, if records were
position
number 1
mailed handcarried
1 new command unit (See NOTE 1) 2
of assignment
2 MCRSC 3 go to Rule 7 | go to Rule 7
3 attaching unit for 4
TAD personnel
4 the CMC (MMSB) 5
5 the Department of 6
Veterans Affairs,
(SMRC) St. Louis,
MO 63115-8950
9 other (explain in 7
a HIST: statement)
OQR/SRB Health
7 (See NOTE 2) and dental (NOTE 2) H P
8 OQR/SRB and I Q
health
9 OQR/SRB and J R
dental
10 OQR/SRB only K S
health and dental L T
11
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TABLE 4-2 CONTINUED--LOCATION OF SERVICE RECORDS FOR MARINES IN TRANSFERRED,
SEPARATED, RELACDU, OR TAD STATUS.
R A B C D E
U
L
E If service and contents report report code in position number 2,
records were were code in if records were
forwarded to position
number 1
mailed hand-carried
12 Health only M U
13 (see NOTE 2 Dental only N \Y

NOTE 1: Refer to columns A and C of rules 1 through 6 to determine codes to be entered in
OQR/SRB/MED flag position number 1.

NOTE 2: Refer to columns B, D, and E of rules 7 through 13 to determine codes to be entered
in OQR/SRB/MED flag position number 2.
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TABLE 4-3--STATUS OF SERVICE RECORDS FOR MARINES JOINED AT NEW UNIT OF

ASSIGNMENT.
R A B C D
U
L
E If service and contents are | position number 1 position number 2
records
1 have been OQR/SRB health 1 (NOTE) A
received and dental
2 OQR/SRB and B
health
3 OQR/SRB and C
dental
4 OQR/SRB only D
5 health and E
dental
6 have been health only F
received
7 dental only G
8 none A X

NOTE: For Marines that are attached TAD,
received by the attaching unit.

report ‘B’ in position 1 when records are
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TABLE 4-4--WAIVER OF BENEFITS/RESERVE

R A B C D
U
L
E | Each Selected, Individual and the following UD and the
Ready, and Standby Reserve will statement will be pension
member reported TTC 860 code is
1 | not in receipt of a pension | execute a VA Form 21- PENSION NOT IN A
or disability compensation 8951 upon joining a RECEIPT
selected Reserve unit
or
MTU, or when
2 | receiving a pension or performing duty and PENSION WAIVED
disability compensation and | not a member or an
elects waiver SMCR unit or MTU
3 | receiving a pension or PENSION NOT WAIVED C
disability compensation and
elects not to waive
4 | who has a change of immediately execute a PENSION NOT IN A
disability compensation and | new certificate RECEIPT
immediately executes a new
certificate
(Rule 1, 2, or 3)
5 PENSION WAIVED
6 PENSION NOT WAIVED
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Section 6: FAMILY DATA
40600. INTRODUCTION.

1. The different categories of Family Data are items such as Service Spouse Information,
Custody Status, Special Power of Attorney and Number of Dependents. Detailed reporting
information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg, or Res. Type Transaction Codes (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR
252 000 SERVICE SPOUSE INFO ED | HQ REG RES N N
252 001 STOP SERVICE SPOUSE INFO | HQ REG RES N N
304 000 CUSTODY STAT | HQ REG RES N N
406 000 SPL POWER OF ATTORNEY DT | HQ REG RES N N
406 001 SPL POWER OF ATTORNEY CANCELED]| HQ REG RES N N
423 001 NUMBER DEPN | HQ REG RES N N
40601. SERVICE SPOUSE IDENTIFICATION (TTC 252).
1. It is necessary for personnel planning purposes to identify each Marine whose spouse is a

member of the U.S. Armed Forces, regardless of component.

2. All of the SERVICE SPOUSE INFO data elements must be frequently reviewed. The reported
information has a direct impact on the Basic Allowance for Housing (BAH) computation for a
Marine married to a service spouse, and is sent to DMDC for use by DEERS, ACCDPS, and RCCPDS.
The service spouse information must be action dated at least one day prior to a BAH statement

when they are run on the same UD. (See Chapter 8 for BAH reporting). The information
reported by TTC 252 000 is accessed by the BAH computation process when the BAH AD spouse is
reported (TTC 388 001). If a member is entitled to BAH for an AD spouse and spouse

information changes are made, then both TTC 252 000 and TTC 388 001 will be required, in that
order. A change in spouse information does not mean that a change in BAH is required. The
spouse information is needed to determine eligibility to certain entitlements such as BAH and
is required in instances where a member may be entitled to BAH AD spouse.

3. The service spouse information must also be changed if the spouse changes components; for
example, if the spouse was released from AD in the USMC and is now in the IRR (USMCR).

4. The service spouse code must be deleted from the Marine's MCTFS record when the Marine's
spouse is no longer a member of a U.S. Armed Forces component (e.g. retired, discharged), or

the Marine suffers the loss of the service spouse (e.g., death, divorce).

5. If the Marine also has children, appropriate custody status code, special power of
attorney expiration date and RED Guardian information must be reported as shown below.

6. Report service spouse information as follows:

TTC 252 000 SERVICE SPOUSE INFO ED

2-byte Service Spouse CodeJ

From MCO P1080.20

9-byte Spouse SSN
8-byte ED of Marriage
(YYYYMMDD)

NOTE: Do not report TTC 423 001 NUMBER DEPN.
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7. To remove service spouse information report as follows:
TTC 252 001 STOP SERVICE SPOUSE INFO |
8-byte ED of loss (YYYYMMDD) *

40602. CHILD/DEPENDENT CUSTODY STATUS (TTC 304).
1. The Child/Dependent Custody Status Code is reported to aid unit commanders and Manpower
Managers in the identification and assignments of Marines who have physical custody of

dependents.

2. The Marital Status Code, must be compared with this data element to ensure the correct
code is reported or the entry will fail. Report as follows:

TTC 304 000 CUSTODY STAT \

l1-byte A/N code *
From MCO P1080.20

40603. TOTAL NUMBER OF DEPENDENTS (TTC 423).

1. The NUMBER DEPN identifies the number of family members claimed by a Marine requiring
transportation at Government expense as a result of a PCS move.

2. When the Marine’s family members change, report the following

TTC 423 001 NUMBER DEPN |

2 byte number of family members:

For example, ‘01’ or ‘03’. If the

Marine does not have family members, report ‘00’
40604. SPECIAL POWER OF ATTORNEY (POA) (TTC 406).
1. Single/Dual Service Parents are required to have a properly executed POA detailing child
care arrangements in accordance with MCO 1740.13. This entry reports the execution and the
expiration date of a POA for child care arrangements. The date reported in this entry
reflects the expiration date of the POA. If no specific expiration date is stated in the
POA, enter all 9's

TTC 406 000 SPL POWER OF ATTORNEY DT

8-byte expiration date T

or

TTC 406 001 SPL POWER OF ATTORNEY CANCELED|
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Section 7: ANNUAL/TRIENNIAL SCREENING
40700. INTRODUCTION.

1. The different categories of Reserve Unique Information are those items that pertain to
Annual (Res) and Triennial (AD) Screening. Detailed reporting information is indicated in
the following paragraphs.

2. Diary input authority is indicated for HQ, Reg, or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/  DEL/
AUTHORITY ADD ERR
815 000 ANN SCREENING COMPL RESULTS | RES REG N N
815 001 INIT SCREENING COMPL RESULTS | RES N N
815 002 SPL SCREENING COMPL RESULTS | RES N N
815 003 MAN SCREENING COMPL RESULTS | RES N N
40701. DATE SCREENED AND RESULTS (TTC 815).
1. Report the reason for screening, results of screening, and the screening completion date.

Reason for screening will be either ANN, SPL, or INIT audit upon joining an SMCR unit except
by enlistment.

2. If a reservist is transferred as a result of screening, report the transfer and screening
results. Unit commanders must obtain approval of transfer from the COMMARFORRES for those
Marines with mandatory drilling obligation remaining.

3. Should a reservist's screening form indicate that the individual is not physically
qualified for retention in the Marine Corps Reserve, whether pending evaluation by a medical
board or awaiting separation, the physical risk classification, strength category and duty
limit will be reported to reflect the current status.

4. Refer to Chapter 12 for Audit Procedures. Report date screened and results with the
following statement:

TTC 815 000 ANN SCREENING COMPL RESULTS | (Active/Reserve)
TTC 815 001 INIT SCREENING COMPL RESULTS | (Reserve)
TTC 815 002 SPL SCREENING COMPL RESULTS | (Reserve)
TTC 815 003 MAN SCREENING COMPL RESULTS | (Reserve)

8-byte ED (YYYYMMDD) screened

l-byte results code from Figure 4-1:
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RESULTS OF SCREENING CODE

RETAINED IN INDIVIDUAL READY RESERVE (IRR)

RESERVE

CODE DESCRIPTION

A Not engaged in a critical civilian occupation

D Individual did not respond to screening correspondence (Reserve only)
F Elected/appointed official key Federal employee

TRANSFERRED TO/RETAINED IN STANDBY RESERVE

Persons with obligated Ready Reserve service remaining:

CODE DESCRIPTION

I Inactive Status List, Standby Reserve

J Elected/appointed official or key employee

0 Ministerial student; ordained minister or missionary of the Church of

Jesus Christ of Latter Day Saints
If the reservist has no obligated Ready Reserve service remaining:

Excess military skill

Physically unfit

Unavailable for immediate AD - other reasons
Age in grade limitation

Fulfilled Ready Reserve service obligation
Completed retirement qualifying service

< awH®»no

ACTIVE DUTY
Z Active Duty Triennial audit completed (Active Duty only)

TRANSFERRED FROM STANDBY TO READY RESERVE OR ON ACTIVE DUTY

If the reason for previous transfer no longer exists and the reservist is:

4 An individual who did not respond to screening correspondence (Active and
Reserve)

5 From Inactive Status List, Standby Reserve (Reserve)

6 No longer an elected/appointed official or key employee (Reserve)

NOTE: A code of 'S’ for 'SCREENED' is automatically posted to the REASON TRANSFERRED FROM
SMCR in the MCTFS as a result of screening. Transfer statements to the ASL, IRR or ISL that
are not from the SMCR or ASL will not post the code of 'S’.

FIGURE 4-1--RESULTS OF SCREENING CODES
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Section 8: ASSIGNMENT HISTORY
40800. INTRODUCTION.

1. The different categories of Assignment History are those items such as Cohesion
Information, Combat History, Length of Active Service, Crisis Information, etc. Detailed
reporting information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg, or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
055 000 COHESION NUMBER ID | HQ REG N N
055 001 COHESION INFO | HQ REG N N
121 000 COMBAT HIST FR TO __OPS __ LOC HQ REG RES N Y
152 001 CBT SERV___ | HQ REG RES N N
153 000 PROG ENL FOR | HQ REG RES N N
158 000 LENGTH ACT SERV MO | HQ REG N N
172 000 FUTURE MCC | HQ REG RES N Y
179 000 CURR SOURCE ENTRY | HQ RES N N
179 001 CURR SOURCE ENTRY | HQ N N
499 003 BILLET DESC | HQ REG RES N N
499 004 T/MR T/0 LINE NR | HQ REG RES N N
499 021 T/O | HQ REG RES N N
887 000 STRT CRISIS CODE EFF DTE | HQ REG RES Y Y
887 001 STOP CRISIS CODE EFF DTE | HQ REG RES Y Y
887 002 STOP ALL CRISIS CODE EFF DTE | HO N N
887 003 RETRO CRISIS CODE TO RUC HQ REG RES N Y

40801. COHESION TRACKING (TTC 055).

For Marines on their first tour of duty, an attempt should be made to have them stationed
together in cohesive groups. Any unit may request a report from the “UNIT REPORTS MENU” by
selecting Option ‘Z’ titled “COHESION INFORMATION” Cohesion Tracking information may also be
viewed in the TMOS MCTFS CICS menu.

1. Cohesion Number Identification. This will only occur when the transaction is input by CMC
or if the transaction is input by a RUC and MCC.:

TTC 055 000 COHESION NUMBER ID |

8-byte DOA (YYYYMMDD
(1f different from UD)
Cohesion Number ID (3 byte A/N)

2. Cohesion Information. This is the only transaction that can be used to correct cohesion
information once the Marine is no longer a member of a RUC/MCC. Report as follows:

TTC 055 001 COHESION INFO |
8-byte DOA (YYYYMMDD) J A

8-byte Cohesion date
(Projected Training Completion Date)
3-byte Cohesion Number

4-byte Cohesion Intended MOS

3-byte Cohesion Future MCC
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40802. FUTURE MCC (TTC 172).
This transaction is for reporting Future MCC and Cohesion Future MCC if it changes.

TTC 172 000 FUTURE MCC |

3-byte MCC code
40803. COMBAT HISTORY/EXPEDITIONS (TTC 121).
This TTC will include a brief description of the battles, campaigns, and expeditions in which
the Marine has participated; injuries sustained; hospitalization received; and the facts of
being captured, missing in action, or returned to military control. Combat service is
service a Marine is entitled to, engagement stars or ribbons for a campaign. Report as

follows:

TTC 121 000 COMBAT HIST FR TO OPS LOC

8-byte YYYYMMDD From Date—$ T
8-byte YYYYMMDD To Date

40-byte A/N Description
20-byte A/N Location

40804. COMBAT SERVICE (TTC 152).
1. Combat service information is maintained to indicate whether an individual has
participated in combat against enemy forces and in what theater and/or war, regardless of a
break in service. The correct current code is determined by audit procedures (refer to
Chapter 12). Report as follows:

TTC 152 001 CBT SERV |

Appropriate code (s) fromJ
MCO P1080.20

NOTE: A combat service code entry of NONE (CBT SERV 0) will clear all codes resident in the
record

40805. PROGRAM ENLISTED FOR (PEF) (TTC 153).
1. 1Initial information is entered into MCTFS upon initial enlistment in the Marine Corps.
SMCR units will report the appropriate entries for those Reserve Marines who reenlist or
affiliate with the SMCR. For bonuses, the 2-byte PEF code can be sourced from within the
Bonus Control Number (BCN), starting with ‘Z’. For EXAMPLE: BCN ‘00520123’, the PEF 1is
‘Z9’. Changes/corrections to the program enlisted for codes will be reported as follows:
TTC 153 000 PROG ENL FOR
2-byte code (from MCO P1080.20)

40806. LENGTH OF ACTIVE SERVICE (TTC 158).

1. Length of active service is the length of time, expressed in months, that a Marine is
serving on AD. This information is obtained from the enlistment contract of Regular enlisted
or from orders issued to reserve personnel and TABLE 3-2. The following categories of

personnel will not have a length of active service entered into their record:
a. Regular officers.
b. Extended duty reservist (EDR) and Reserve officer serving on UAD.

c. Reserve officer serving on indefinite AD (INDEF).
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d. Reserve enlisted on IADT who will not be assigned to Extended Technical Training
(ETT) .

2. Changes to the length of active service and corrections to erroneous information in the
CMF will be reported as follows:

TTC 158 000 LENGTH ACT SERV MO |

2-byte number of months.

If less than 10 precede with a

zero; Use ‘00’ to report none
40807. CURRENT SOURCE OF ENTRY CODE (TTC 179).
Codes used to indicate the source of entry for a Marine are entered into a record through the
accession process, unit diary entry or system generated in certain conditions; for example,

immediate reenlistment. (Refer to Chapter 3 Section 3) Report the following:

TTC 179 000 CURR SOURCE ENTRY | (RU enlisted only)

4-byte code
from MCO P1080.20

or

TTC 179 001 CURR SOURCE ENTRY | (CMC (MMOA/MMRA) officers only)

4-byte cod
from MCO P1080.20

40808. BILLET DESCRIPTION (TTC 499 003).

Billet description is shown on the unit's T/MR-T/O number. This field will be abbreviated as
appropriate, and no special characters will be used where abbreviations are necessary, for
example, "and" will not be shown as "&".

TTC 499 003 BILLET DESC \

20-byte A/N *
Billet description

40809. TABLE OF ORGANIZATION (T/O) LINE NUMBER (TTC 499 004).

The T/MR line number is used to identify vacancies or personnel who are filling non-T/O
billets. Report as follows:

TTC 499 004 T/MR T/0 LINE NR

5-byte line number *
(If less than 5-bytes A/N, precede with zeros)

40810. TABLE OF ORGANIZATION (T/0) (TTC 499 021).
The T/O0 number is maintained in MCTFS for use by unit commanders in conjunction with the T/O
line number to identify billet vacancies or personnel who are filling non-T/0 billets.
Report as follows:

TTC 499 021 T/0

5-byte A/N +

T/0 number (if less than
5-bytes precede with zeros)
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40811. CRISIS CODE (TTC 887).

1. The Crisis Code is utilized by the DoD to identify personnel (AD, Reserve or Retiree)
that are involved in contingencies and crises worldwide. The DoD currently maintains a list
of all crises, with periods of duration, and assigns a code for each. Upon announcement of a
new crisis, CMC will promulgate instructions for the reporting of participation for all
Marines involved in the crisis. The START CRISIS entry may be reported up to 10 days prior
to the Marine engaging in the crisis situation. (When the START CRISIS TTC is reported and
the ED is more than 10 days after the current system date, an error message will be generated
stating the ED for STRT CRISIS tracking cannot be future dated more than 10 days).

a. To report START CRISIS CODE:
TTC 887 000 STRT CRISIS CODE EFF DTE
8-byte DOA (YYYYMMDD) j

3-byte A/N Crisis Code
(Determined by DoD)

8-byte ED (YYYYMMDD)

b. To report STOP CRISIS CODE:

TTC 887 001 STOP CRISIS CODE EFF DTE

8-byte DOA (YYYYMMDD )J

3-byte A/N Crisis Code
(Determined by DoD)

8-byte ED (YYYYMMDD)
(Effective dates cannot be reported as zeroes and
cannot be future dated).

c. To close all records still showing participation when the crisis is deemed to be
over:

TTC 887 002 STOP ALL CRISIS CODE EFF DTE | (CMC only)

8-byte DOA (YYYYMMDD) T

3-byte crisis code
(Determined by DoD)

8-byte ED (YYYYMMDD)

2. Retroactive Crisis Periods will be reportable only if they fall with the FROM and TO
dates as declared by DoD. Report as follows:

TTC 887 003 RETRO CRISIS CODE TO RUC

3-byte crisis code *

8-byte FROM ED (YYYYMMDD)

8-byte TO ED (YYYYMMDD)

S5-byte RUC

3. When TTC 378 (DROP SDN-refer to Chapter 10) is reported, the ED of the DROP will be
utilized to close the CRISIS CODE 128 REMARK.
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Section 9: OFFICER DATA

40900. INTRODUCTION.

1. The different categories of Officer Data are those items such as Officer Administrative
Status Change (Accept/Nonaccept), Officer Candidate Code, Contract Legal Agreement, Date
Assign/Relieve as Commanding Officer, Lineal Control Number, etc. Detailed reporting

information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg, or Res. Type Transaction Codes (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR
046 000 SPD__ HQ N N
046 001 SPD HQ N N
046 002 SPD | HQ N N
047 000 NONACCEPT ADMIN SPD | HQ REG RES N N
048 000 ACCEPT ADMIN SPD | HQ REG RES N N
080 000 SPD LCN | HQ N N
162 000 PROS OFF SOURCE CODE [ HQ REG N N
162 001 OFFICER CANDIDATE CODE HQ N N
164 000 CONT LEGAL AGR EAD| HQ N N
164 001 CONT LEGAL AGR EDR| HQ N N
164 002 CONT LEGAL AGR INDEF EAD| HQ REG N N
164 003 CONT LEGAL AGR LDO| HQ REG N N
164 004 CONT LEGAL AGR RES PROG| HQ N N
164 006 CONT LEGAL AGR SSSYT| HQ N N
164 007 CONT LEGAL AGR SWAG] HQ N N
164 008 CONT LEGAL AGR TEMP LDO] HQ N N
164 009 CONT LEGAL AGR TEMPO E| HQ N N
164 010 CONT LEGAL AGR TEMPO WO] HQ N N
164 011 CONT LEGAL AGR TRNG ASST| HQ N N
164 012 CONT LEGAL AGR UNK| HQ N N
164 013 CONT LEGAL AGR 0] HQ N N
164 014 CONT LEGAL AGR SPL WK| HQ N N
164 015 CONT LEGAL AGR TEMPWO E| HQ N N
247 000 LINEAL CONTROL NUMBER PRES RK | HQ REG RES N N
248 000 LINEAL CONTROL NUMBER WARRANT \ HQ RES N N
340 000 DESIGCAT | HQ N N
444 000 ASSIGN CO | HQ REG RES N N
444 001 RELIEVE CO | HQ REG RES N N
444 002 DELETE CO FLAG| HQ REG RES N N

40901. STATUS CHANGES FOR OFFICERS (TTC 046) .
1. This entry is submitted by CMC (MROA) to change an officer’s admin status. Once this
statement is successfully processed, a system generated advisory message will appear on the

unit’s DFR to report an acceptance/nonacceptance entry.

2. The officer is separated from one status and immediately reenters the Marine Corps in a
different status. Changes of officer’s status will be reported as follows:

a. To report if a reserve officer is retained on AD after completing required service:
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TTC 046 000 SPD \

A
4-byte SPD
From MCO P1080.20

2-byte component code
From MCO P1080.20

8-byte EAS
4-byte source of entry
From MCO P1080.20
1-byte CLA

b. If a permanent Reserve Officer accepts a permanent Warrant Officer appointment, or
has current status terminated and enlists for the purpose of accepting a permanent Warrant
Officer appointment, report the following:

TTC 046 001 SPD |

A
4-byte SPD +
From MCO P1080.20
2-byte present grade

8-byte DOR (YYYYMMDD)

4-byte source of entry
From MCO P1080.20
1-byte CLA

c. If a temporary officer/warrant officer whose permanent status is enlisted accepts a
permanent officer/warrant officer appointment, report the following:

TTC 046 002 SPD \

f A A A
4-byte SPD code

From MCO P1080.20
2-byte permanent grade

8-byte DOR (YYYYMMDD)

2-byte component code
From MCO P1080.20
8-zeros for the EAS

4-byte source of entry
From MCO P1080.20
1-byte CLA

40902. STATUS CHANGES FOR OFFICERS, ACCEPT/NON ACCEPT (TTC 047/048).

1. The reporting of this TTC must be coordinated with the CMC. Upon acceptance or
nonacceptance of a current officer appointment, to include LDO status and reversions, the CMC

will first submit an entry to change the officer’s status. Once CMC’s entry has posted, the
following advisory message will appear on the unit's DFR: "RPTD SPD IS RESIDENT IN MCTFS.
RPT ACCEPT USING ED OF ADMINSTATUS CHNG IAW MCTFSPRIM." The RU will then use the appropriate

TTC to report the officer’s acceptance or nonacceptance. The ED must be as directed by the
CMC 1in official correspondence.

2. An action date must be used when the UD date is not the same as the actual date of
acceptance (item 22 on the Appointment Acceptance and Record), or the ED as entered to the
left of item 22 as in the case of certain re-appointments or reversions. If an RU
erroneously reports this entry and an officer status change has not been authorized by the
CMC, the entry will be rejected and no further UD reporting is required.
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3. Report nonacceptance as follows:
TTC 047 000 NONACCEPT ADMIN SPD

8-byte DOA (YYYYMMDD )J

Enter SDN
From MCO P1080.20

4. Report acceptance as follows:
TTC 048 000 ACCEPT ADMIN SPD

8-byte DOA (YYYYMMDD

Enter SDN
From MCO P1080.20

5. If a temporary officer/WO whose permanent status is enlisted accepts a permanent
officer/WO appointment, report as follows:

TTC 048 000 ACCEPT ADMIN SPD 9361 |
HIST:TEMP OFF PERM ENL DIS COFG TO ACCEPT PERM APPT|
HIST:TEMP OFF PERM ENL DIS COFG TO ACCEPT PERM APPT WO|

a. If a temporary officer whose permanent grade is WO reverts to permanent WO status,
report as follows:

TTC 048 000 ACCEPT ADMIN SPD 9341|
HIST:TEMP OFF RESUME PERM WO APPT|

b. If a temporary officer whose permanent grade is WO involuntarily reverts to permanent
WO status, report as follows:

TTC 048 000 ACCEPT ADMIN SPD 9351|
HIST:TEMP OFF TERM INVOL REVERT TO WO|

c. If a temporary officer whose permanent grade is WO accepts a permanent officer
appointment, use the following statement:

TTC 048 000 ACCEPT ADMIN SDN 9361 |
HIST:TEMP OFF PERM WO ACCEPT PERM APPT USMC/USMCR|

d. If a Reserve officer on AD augments into the Regular Marine Corps, report as follows:

TTC 048 000 ACCEPT ADMIN SDN KGQ1|
HIST:AUGM DIS TO ACCEPT APPT USMC|

e. If a Regular officer resigns to accept a Reserve officer appointment and remains on
AD, report as follows:

TTC 048 000 ACCEPT ADMIN SDN FGQ1|
HIST:RESG TO ACCEPT APPT USMCR RETAIN ON ACDU|

f. If a warrant officer accepts a temporary appointment as an LDO, use the following
statement:
TTC 048 000 ACCEPT ADMIN SDN KGM2 |

HIST:DIS TO ACCEPT TEMP APPT LDO|

NOTE: A DFR message to the officer's present RUC will be generated monthly until acceptance
or nonacceptance is reported. A pending status change that has not been accepted or
nonaccepted within 150 days by the RU's will be removed from the MCTFS by computer process.
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40903. OFFICER CANDIDATE CODE/PROSPECTIVE OFFICER SOURCE CODE (TTC 162).

1. For Officer Candidate Course (OCC), Platoon Leaders Course (PLC), Naval Academy (NavAcad),
and Reserve Officer Training Course (ROTC).

2. When a DROP SPD (TTC 378) (refer to Chapter 10, Section 1) is submitted by either an AD

or Reserve unit, the Officer Candidate Code is blanked out and zero’s are posted to the
Officer Candidate ED. Report the codes as follows:

TTC 162 001 OFFICER CANDIDATE CODE

8-byte DOA (YYYYMMDD)

2-byte A/N Code from MCO P1080.20

or

TTC 162 000 PROS OFF SOURCE CODE

8-byte DOA (YYYYMMDD)

2-byte A/N Code from MCO P1080.20

3. The Current Source of Entry Code will be posted to the Officer Candidate Code.
40904. CONTRACT LEGAL AGREEMENT (TTC 164) (OFFICERS ONLY) .

The authorized change to correct a contract legal agreement statement must be accomplished by

an action statement input by CMC (MMOA/MCRC/MROA). Report as follows:
TTC 164 000 CONT LEGAL AGR EAD|
TTC 164 001 CONT LEGAL AGR EDR|
TTC 164 002 CONT LEGAL AGR INDEF EAD|
TTC 164 003 CONT LEGAL AGR LDO|
TTC 164 004 CONT LEGAL AGR RES PROG]|
TTC 164 006 CONT LEGAL AGR SSSYT|
TTC 164 007 CONT LEGAL AGR SWAG|
TTC 164 008 CONT LEGAL AGR TEMP LDO|
TTC 164 009 CONT LEGAL AGR TEMPO E |
TTC 164 010 CONT LEGAL AGR TEMPO WO|
TTC 164 011 CONT LEGAL AGR TRNG ASST|
TTC 164 012 CONT LEGAL AGR UNK|
TTC 164 013 CONT LEGAL AGR O]
TTC 164 014 CONT LEGAL AGR SPL WK|
TTC 164 015 CONT LEGAL AGR TEMPWO E|

8-byte DOA (YYYYMMDD )j
(required)

40905. DESIGNATED CATEGORY (TTC 340).

The establishment of a designated category code is based upon the flight status of the naval
aviator. CMC (MMOA) report as follows:

TTC 340 000 DESIGCAT | (CMC (MMOA))

4

l-byte category code
MCO P1080.20
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40906. DATE ASSIGNED/RELIEVED DUTY AS CO (TTC 444).

1. Active component units will report officers assigned to or relieved of command screened
billets (battalion/squadron and above and all field grade officers in command or assigned as
the OIC of a separate unit).

2. Reserve component units will report officers assigned to or relieved as the CO of an
infantry battalion, an aviation squadron, an artillery battalion, a regiment, and all field
grade officers in command or assigned as the OIC of a separate unit (for example, a
reconnaissance unit, MTU, etc.).

3. The statement pertaining to relieving COs/OICs applies to a normal tour completion as
well as relief for cause. Report as follows:

TTC 444 000 ASSIGN CO |

8-byte ED (YYYYMMDD) of assignment

or
TTC 444 001 RELIEVE CO |
8-byte ED (YYYYMMDD) relievedJ

4. To delete an erroneous assignment as CO/OIC, Report as follows:

TTC 444 002 DELETE CO FLAG]|

40907. LINEAL CONTROL NUMBER (TTC 247/248).

1. Established by CMC (MMPR) for all officers, report as follows:
TTC 247 000 LINEAL CONTROL NUMBER PRES RK |
8-byte control number +

5-byte control number (if unfilled, report zeros).
3-byte subnumber

2. Established by CMC (MMPR) on all permanent Warrant Officers. Report as follows:

TTC 248 000 LINEAL CONTROL NUMBER WARRANT \

+

8-byte control number
5-byte control number (if unfilled, report zeros).
3-byte subnumber
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Section 1: AWARDS
50100. INTRODUCTION.

1. The categories contained in Awards are Decorations, Personal, Unit, and Service Awards.
Detailed reporting information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR
140 000 AWD DEV FR TO ED \ HQ REG RES N Y
140 001 GOOD CONDUCT MEDAL | HQ REG RES N N
140 002 DATE AFR MED | HQ REG RES N N
140 003 DATE SMCR MED | HQ REG RES N N
50101. AWARDS (TTC 140).
1. All awards codes are located in the current version of the IRAM (MCO P1070.12). This
transaction may be reported as an event entry. The awards are displayed through CICS on the
D143 or S143 remark and the Awards View (AWDS). The groups are identified as follows:
a. Group 1l: Personal Awards
b. Group 2: Service Awards
c. Group 3: Unit Awards
d. Group 4: Decorations
2. Report the following for each award:
TTC 0140 000 AWD DEV FR TO ED

4 A
Type of award (2-byte A/N)

(MCO P1070.12)
Type of device awarded (l-byte A/N)
(MCO P1070.12)
From date (8-byte YYYYMMDD)

To date (8 byte YYYYMMDD)

Date awarded (8 byte YYYYMMDD)

NOTE: 1If the inclusive period of the award is unknown, enter the date of the award in both
the FROM date and the TO date fields.

3. Service Awards. Refer to MCO P1070.12 for all specific Service award requirements. The
initial service award commencement date is established with the Accession.

a. Good Conduct Medal (GCM). Report the commencement date as follows:
TTC 140 001 GOOD CONDUCT MEDAL |
8-byte ED (YYYYMMDD) f
b. Armed Forces Reserve Medal. Reserve personnel (officers and enlisted) are eligible

for this award. Report the commencement date as follows:
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TTC 140 002 DATE AFR MED |

+

c. Selected Marine Corps Reserve Medal. This award is for eligible reserve personnel
only. Report the commencement date as follows:

8-byte ED (YYYYMMDD)

TTC 140 003 DATE SMCR MED |

+

d. Prior to 27 April 1990, Marines were allowed one NJP during a GCM period before the
GCM commencement date changed. Under the old policy, the Marine's GCM date changed with the
second NJP and upon each subsequent NJP during the Good Conduct Medal period. The new policy
was established on 27 April 1990. Refer to the IRAM for all dates concerning the GCM.

8-byte ED (YYYYMMDD)
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Section 2: RECORD OF EMERGENCY DATA
50200. INTRODUCTION.

1. The different categories of Record of Emergency Data (RED) are those items such as RED
Spouse, RED Child, RED Father, RED Mother, RED Death Gratuity, RED Guardian, etc. Detailed
reporting information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR
343 000 RED SPOUSE y HQ REG RES N N
343 001 RED CHILDI1 ; HQ REG RES N N
343 002 RED CHILD2 \ HQ REG RES N N
343 003 RED CHILD3 \ HQ REG RES N N
343 004 RED CHILD4 \ HQ REG RES N N
343 005 RED CHILDS \ HQ REG RES N N
343 006 RED CHILD6 \ HQ REG RES N N
343 007 RED FATHER ; HQ REG RES N N
343 008 RED MOTHER y HQ REG RES N N
343 009 RED DEATH GRATL HQ REG RES N N
343 010 RED DEATH GRAT2 \ HQ REG RES N N
343 011 RED PAY ARREARSI1 | HQ REG RES N N
343 012 RED PAY ARREARS2 | HQ REG RES N N
343 013 RED NOT NOTIFY1 \ HQ REG RES N N
343 014 RED NOT NOTIFY2 \ HQ REG RES N N
343 015 RED GUARDIANI1 [ HQ REG RES N N
343 016 RED GUARDIAN? | HQ REG RES N N
343 017 RED GUARDIAN3 | HQ REG RES N N
343 018 RED GUARDIAN4 [ HQ REG RES N N
343 019 RED GUARDIANS | HQ REG RES N N
343 020 RED GUARDIANG [ HQ REG RES N N
343 021 RED MIA NAME | HQ REG RES N N
344 000 RED SPOUSE ADR1 | HQ REG RES N N
344 001 RED SPOUSE ADR2 | HQ REG RES N N
344 002 RED CHILD1 ADR1 | HQ REG RES N N
344 003 RED CHILD1 ADR2 | HQ REG RES N N
344 004 RED CHILD2 ADR1 \ HQ REG RES N N
344 005 RED CHILD2 ADR2 \ HQ REG RES N N
344 006 RED CHILD3 ADR1 \ HQ REG RES N N
344 007 RED CHILD3 ADR2 \ HQ REG RES N N
344 008 RED CHILD4 ADR1 \ HQ REG RES N N
344 009 RED CHILD4 ADR2 \ HQ REG RES N N
344 010 RED CHILDS5 ADR1 \ HQ REG RES N N
344 011 RED CHILD5 ADR2 \ HQ REG RES N N
344 012 RED CHILD6 ADRL \ HQ REG RES N N
344 013 RED CHILD6 ADR2 \ HQ REG RES N N
344 014 RED FATHER ADRL | HQ REG RES N N
344 015 RED FATHER ADR2 | HQ REG RES N N
344 016 RED MOTHER ADRL | HQ REG RES N N
344 017 RED MOTHER ADR2 | HQ REG RES N N
344 018 RED DEATH GRAT1 ADRI1 \ HQ REG RES N N
344 019 RED DEATH GRAT1 ADR2 \ HQ REG RES N N
344 020 RED DEATH GRAT2 ADRI1 \ HQ REG RES N N
344 021 RED DEATH GRAT2 ADR2 \ HQ REG RES N N
344 022 RED PAY ARREARS1 ADR1 \ HQ REG RES N N
344 023 RED PAY ARREARS1 ADR2 | HQ REG RES N N
344 024 RED PAY ARREARS2 ADR1 | HQ REG RES N N
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344 034 RED NOK DIRS HQ REG RES

344 025 RED PAY ARREARS2 ADR2 | HQ REG RES
344 026 RED NOT NOTIFY1l ADR1 \ HQ REG RES
344 027 RED NOT NOTIFY1l ADR2 \ HQ REG RES
344 028 RED NOT NOTIFY2 ADR1 | HQ REG RES
344 029 RED NOT NOTIFY2 ADR2 \ HQ REG RES
344 030 RED NOK DIR1 | HQ REG RES
344 031 RED NOK DIR2 | HQ REG RES
344 032 RED NOK DIR3 | HQ REG RES
344 033 RED NOK DIR4 | HQ REG RES
|

344 035 RED GUARDIAN1 ADR1 | HQ REG RES
344 036 RED GUARDIAN1 ADR2 HQ REG RES
344 037 RED GUARDIAN2 ADR1 | HQ REG RES
344 038 RED GUARDIAN2 ADR2 HQ REG RES
344 039 RED GUARDIAN3 ADR1 | HQ REG RES
344 040 RED GUARDIAN3 ADR2 | HQ REG RES
344 041 RED GUARDIAN4 ADR1 | HQ REG RES
344 042 RED GUARDIAN4 ADR2 | HQ REG RES
344 043 RED GUARDIANS ADR1 | HQ REG RES
344 044 RED GUARDIANS ADR2 | HQ REG RES
344 045 RED GUARDIAN6 ADR1 | HQ REG RES
344 046 RED GUARDIAN6 ADR2 | HQ REG RES
344 047 RED MIA NOTIFY DIR | HQ REG RES
344 048 RED MIA NOTIFY ADDL DIR HQ REG RES
345 000 RED INS1 HQ REG RES
345 001 RED INS2 HQ REG RES

!
!
345 002 RED INS3 y HQ REG RES
!
!

345 003 RED INS4 HQ REG RES
345 004 RED INSS HQ REG RES
346 000 RED NOK1 TELE \ HQ REG RES
346 001 RED NOK2 TELE \ HQ REG RES
346 002 RED NOK3 TELE \ HQ REG RES
346 003 RED GUARDIAN1 TELE _ HQ REG RES
346 004 RED GUARDIAN2 TELE | HQ REG RES
346 005 RED GUARDIAN3 TELE | HQ REG RES
346 006 RED GUARDIAN4 TELE | HQ REG RES
346 007 RED GUARDIANS TELE | HQ REG RES
346 008 RED GUARDIAN6 TELE HQ REG RES
346 009 MIA NOTIFY TELE FIRST \ HQ REG RES
346 010 MIA NOTIFY TELE SECOND | HQ REG RES
347 000 RED SGLI PAYDESIG BENE DATE \ HQ REG RES
348 000 RED SPOUSE REMOVE | HQ REG RES
348 001 RED SPOUSE ADR REMOVE | HQ REG RES
348 002 RED CHILD1 REMOVE | HQ REG RES
348 003 RED CHILD1 ADR REMOVE | HQ REG RES
348 004 RED CHILD2 REMOVE | HQ REG RES
348 005 RED CHILD2 ADR REMOVE | HQ REG RES
348 006 RED CHILD3 REMOVE | HQ REG RES
348 007 RED CHILD3 ADR REMOVE | HQ REG RES
348 008 RED CHILD4 REMOVE | HQ REG RES
348 009 RED CHILD4 ADR REMOVE | HQ REG RES
348 010 RED CHILDS5 REMOVE | HQ REG RES
348 011 RED CHILD5 ADR REMOVE | HQ REG RES
348 012 RED CHILD6 REMOVE | HQ REG RES
348 013 RED CHILD6 ADR REMOVE | HQ REG RES
348 014 RED FATHER REMOVE | HQ REG RES
348 015 RED FATHER ADR REMOVE | HQ REG RES
348 016 RED MOTHER REMOVE | HQ REG RES
348 017 RED MOTHER ADR REMOVE | HQ REG RES
348 018 RED DEATH GRAT1 REMOVE | HQ REG RES
348 019 RED DEATH GRAT1 ADR REMOVE | HQ REG RES
348 020 RED DEATH GRATZ2 REMOVE | HQ REG RES

348 021 RED DEATH GRAT2 ADR REMOVE | HQ REG RES

Z2Z22222222222222222222222222222222222222222222222222222222222222
Z2Z22222222222222222222222222222222222222222222222222222222222222
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348 022 RED PAY ARREARS1 REMOVE | HQ REG RES N N
348 023 RED PAY ARREARS1 ADR REMOVE | HQ REG RES N N
348 024 RED PAY ARREARS2 REMOVE | HQ REG RES N N
348 025 RED PAY ARREARS2 ADR REMOVE | HQ REG RES N N
348 026 RED NOT NOTIFY1l REMOVE | HQ REG RES N N
348 027 RED NOT NOTIFY1l ADR REMOVE | HQ REG RES N N
348 028 RED NOT NOTIFY2 REMOVE | HQ REG RES N N
348 029 RED NOT NOTIFY2 ADR REMOVE | HQ REG RES N N
348 030 RED INS1 REMOVE | HQ REG RES N N
348 031 RED INS2 REMOVE | HQ REG RES N N
348 032 RED INS3 REMOVE | HQ REG RES N N
348 033 RED INS4 REMOVE | HQ REG RES N N
348 034 RED INS5 REMOVE | HQ REG RES N N
348 035 RED NOK1 TELE REMOVE | HQ REG RES N N
348 036 RED NOK1 DIR REMOVE | HQ REG RES N N
348 037 RED NOK2 TELE REMOVE | HQ REG RES N N
348 038 RED NOK3 TELE REMOVE | HQ REG RES N N
348 039 RED GUARDIAN1 REMOVE | HQ REG RES N N
348 040 RED GUARDIAN1 ADR REMOVE | HQ REG RES N N
348 041 RED GUARDIAN1 TELE REMOVE | HQ REG RES N N
348 042 RED GUARDIANZ2 REMOVE | HQ REG RES N N
348 043 RED GUARDIANZ2 ADR REMOVE | HQ REG RES N N
348 044 RED GUARDIANZ2 TELE REMOVE | HQ REG RES N N
348 045 RED GUARDIAN3 REMOVE | HQ REG RES N N
348 046 RED GUARDIAN3 ADR REMOVE | HQ REG RES N N
348 047 RED GUARDIAN3 TELE REMOVE | HQ REG RES N N
348 048 RED GUARDIAN4 REMOVE | HQ REG RES N N
348 049 RED GUARDIAN4 ADR REMOVE | HQ REG RES N N
348 050 RED GUARDIAN4 TELE REMOVE | HQ REG RES N N
348 051 RED GUARDIANS REMOVE | HQ REG RES N N
348 052 RED GUARDIANS ADR REMOVE | HQ REG RES N N
348 053 RED GUARDIANS TELE REMOVE | HQ REG RES N N
348 054 RED GUARDIAN6 REMOVE | HQ REG RES N N
348 055 RED GUARDIANG6 ADR REMOVE | HQ REG RES N N
348 056 RED GUARDIAN6 TELE REMOVE | HQ REG RES N N
348 057 MIA NOTIFY NAME REMOVE | HQ REG RES N N
348 058 MIA NOTIFY ADDR DIRECTION REMOVE | HQ REG RES N N
348 059 MIA NOTIFY TELE FIRST REMOVE | HQ REG RES N N
348 060 MIA NOTIFY TELE SECOND REMOVE | HQ REG RES N N
50201. RECORD OF EMERGENCY DATA (RED) (TTC 343/344/345/346/347/348).

1. The RED is maintained in MCTFS for all Active, Reserve, and Retired members. Commanders

are responsible for maintaining the RED. The RED is a current official and legally binding
record of relatives, beneficiaries and emergency information on each Marine to be used to
make casualty notification and to adjudicate claims for various death benefits. Refer to MCO
1070.12 for specific guidance and TABLE 5-1 for sample of computer-generated RED. The RED
provides:

a. A current record of the names, addresses, telephone numbers and directions to the
residence of persons to be notified in case of an emergency.

b. A current record of persons related to the Marine who may be entitled to death
benefits as prescribed by law (SGLV, disposition of remains, shipment of personal effects,
etc.). This includes the current spouse, all children (regardless of age, or dependency),
parents (natural, adopted, step, etc.), guardians of minor children, persons acting in loco
parentis to the Marine, and others as designated.

c. Specific beneficiary(ies) designated to receive death gratuity in the event the
Marine is not survived by a lawful spouse or child.

d. Specific beneficiary(ies) designated to receive unpaid pay and allowances, any
amounts due for unused leave, or any other monies due from the Department of the Navy which
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are unpaid at the time of the Marine’s death.

e. Specific beneficiary(ies) designated to receive Servicemember’s Group Life Insurance
(Veteran’s) (SGLV) and the method of payment.

f. Names of insurance companies to be notified in the event of the Marine's death. The
CMC (MR) will notify companies listed.

g. A current record of persons not to be notified due to i1l helth in the event a Marine
enters a casualty status.

2. Audit the RED on the following occasions:
a. During the joining process at a unit
b. Triennially, at least once every three years.

c. No earlier than 30 days prior and within 30 days following return from an active
component deployment and no earlier than 60 days prior to an ADT commencement.

d. When the Marine requests changes to the RED.
e. Upon transfer or detachment for TAD in excess of 30 days.

f. Upon retirement, transfer to the FMCR, or separation from the Marine Corps or Marine
Corps Reserve. The RED address and current address, as applicable, is entered on the DD Form
214 prior to issuance to separating the Marine by the issuing command.

3. Units will print individual RED's by using the TRED or RPTS option within MCTFS CICS.
RED's requested for every Marine in the unit may be printed through the RPTS option within
CICs.

4. RED certification procedures. When the RED is received and has been audited, the Marine
will sign the member certification block in ink as follows: First name, middle initial, and
last name. The person assigned responsibility for interviewing the Marine will witness the
signature and sign the witness certification block in ink as follows: First name, middle
initial, last name, and grade. All interviews and witnessing signatures will be accomplished
by a Cpl/GS-4 or above who will also complete the date certified block. The new RED will be
filed in the Service Record on the bottom of the document side, in place of the previous RED.

5. RED correction procedures. To correct erroneous information contained in the RED, the
Marine will draw a single line through each item of information to be corrected, hand write
the correct information, and then sign and date each correction as follows: first name,
middle initial, and last name. Report only the corrected information with the appropriate
statement. Record the UD number in the space labeled "RPT ON UNIT DIARY NUMBER" on the RED
for any corrections made to the RED. Maintain the annotated RED in the Service Record until
receipt of the updated RED. RED information submitted on the UD will overwrite the old
information.

6. The following standard rules apply to all RED entries:

a. All names will be reported showing first name, middle initial, and last name. Name
fields will consist of a maximum of 35 alpha-characters. If the child's last name is the
same as the Marine's, it is not necessary to report the last name.

b. All addresses will consist of two lines with a maximum of 35 alpha-numeric characters
for each line. The first line will be used for the street address, and the second line will
be used for the city, state, and ZIP code. ZIP CODE MUST BE USED.

c. The following logic applies to individual addresses:

(1) If the current address was previously reported for an individual listed on the
RED, it is not necessary to report it again.
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If the children reside with their mother listed as the spouse, it is not
necessary to report their address.

If the Marine's mother resides with the Marine's father,

report her address.

7.

those Marines having seven or more children,
paper copy of the RED;
child(ren)'s information as follows:

ADR2

To report RED information,

a.

b.

Spouse's Name and Address

TTC 343

Name of

000

spouse.

RE

report the following:

D SPOUSE |

*

If single, divorced, or widowed state accordingly

TTC 344

Current
(PO Box

TTC 344

Current

000

street address of spouse
or Rural Route address requires NOK directions)

001

Children's Names, Addresses,
regardless of dependency status or age).

|, RED CHILDS | etc.

TTC

8-byte DOB of

343 001

first child in parentheses.

children,

TTC

344 002

enter ‘NONE’

RE

RE

D SPOUSE ADRI1

*

D SPOUSE ADR2

and Dates of Birth

and on the reverse
RED CHILD7 |RED CHILD7 ADR1

RED

If no

(head-to-foot)

CHILD1

RED CHILD1 ADR1

Current street address of first

child if different than spouse's address_____T

TTC

Current city,

TTC
TTC
TTC
TTC
TTC
TTC
TTC
TTC
TTC
TTC
TTC
TTC
TTC

344 003

343 002
344 004
344 005
343 003
344 006
344 007
343 004
344 008
344 009
343 005
344 010
344 011
343 006

RED CHILD1 ADR2

state, and ZIP code of first

child if different than spouse's address

RED
RED
RED
RED
RED
RED
RED
RED
RED
RED
RED
RED
RED

CHILD2
CHILD2
CHILD2
CHILD3
CHILD3
CHILD3
CHILD4
CHILD4
CHILD4
CHILDS5
CHILDS
CHILDS5
CHILDG6

_4

city, state, and ZIP code of spouse

it is not necessary to

(provide names of all children
A maximum of six children may be entered. For

enter CONTD after the sixth child's DOB on the

of the automated RED, type the

ADRI1

ADR2

ADR1

ADR2

ADRI1

ADR2

ADR1

ADR2

|RED CHILD7



MCTEFSPRIM

TTC 344 012 RED CHILD6 ADRL \
TTC 344 013 RED CHILD6 ADR2 |

c. Guardian's Names, Addresses, Telephone Number and Relationship. These data fields are
required entries if the Marine has a child/children and is a single parent with custody of
the child/children or the Marine's spouse is a member of the U.S. Armed Forces, regardless of
component. The guardian should be the same as listed on the Marine's Special Power of
Attorney. Refer to MCO 1740.13 for information on the establishment of Child Care Plans.

TTC 343 015 RED GUARDIANI1 |
Name of first guardian and T
relationship to child in parentheses

(Relationship codes in MCO P1080.20)

TTC 344 035 RED GUARDIAN1 ADRI1

Current street address of first guardian

TTC 344 036 RED GUARDIAN1 ADR2

code of first guardian
TTC 346 003 RED GUARDIAN1 TELE

Current area code and telephone number of
the first guardian and relationship

abbreviation
(from MCO P1080.20)

Current city, state, and ZIP T

343 016 RED GUARDIAN2 \ 343 017 RED GUARDIAN3 \

344 037 RED GUARDIAN2 ADR1 | 344 039 RED GUARDIAN3 ADRI

344 038 RED GUARDIAN2 ADR2 | 344 040 RED GUARDIAN3 ADR2 |
346 004 RED GUARDIAN2 TELE | 346 005 RED GUARDIAN3 TELE |
343 018 RED GUARDIAN4 | 343 019 RED GUARDIANS \

344 041 RED GUARDIAN4 ADR1 | 344 043 RED GUARDIAN5 ADRI \
344 042 RED GUARDIAN4 ADR2 | 344 044 RED GUARDIAN5 ADR2 \
346 006 RED GUARDIAN4 TELE
346 007 RED GUARDIAN5S TELE |

343 020 RED GUARDIANG |

344 045 RED GUARDIANG6 ADR1 |

344 046 RED GUARDIANG6 ADR2 |

346 008 RED GUARDIANG TELE \

NOTE: Up to six guardians may be entered. For those Marines having seven or more

children enter CONTD after the sixth child's guardian; and on the reverse (head to foot) of
the automated RED, type the guardians' information in the format shown: RED

GUARDIANT7 |[RED GUARDIAN 7 TELE |RED GUARDIAN7 ADRL |RED GUARDIANTY
ADR2 |

d. Father's Name and Address
TTC 343 007 RED FATHER

Name of father. If deceased, enter
name, followed by (D). If other than
natural father, indicate after name the
relationship in parenthesis

(from MCO P1080.20%
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TTC 344 014 RED FATHER ADRL |
Current street address of father
TTC 344 015 RED FATHER ADR2 |

Current city, state, and ZIP code of father f

e. Mother's Name and Address.

TTC 343 008 RED MOTHER
Name of mother. If deceased, enter
name followed by (D). If other than

natural mother is listed, indicate after
name the relationship in parenthesis
from MCO P1080.20

TTC 344 016 RED MOTHER ADR1

Current street address of motherg

if different than father's address

TTC 344 017 RED MOTHER ADR2

Current city, state, and ZIP code of

mother if different than father's address

f. Specific Death Gratuity Beneficiary(ies). Title 10 U.S.C. 1477 provides that the
death gratuity payment must be made to the lawful spouse or children; therefore, they cannot
be designated in this block. Enter name and address of persons designated to receive death
gratuity in the event there is no spouse or children. Name only father / mother (including
persons who have stood in loco-parentis for 1 year or more), brother(s) / sister(s)
(including those of half blood). If the person(s) named is/are under 21 years of age,
indicate after relationship (under 21). No other persons are eligible to be named as death
gratuity beneficiaries.

TTC 343 009 RED DEATH GRAT1

Name of person designated to receive death
gratuity. Indicate after name the relationship
in parenthesis. If more than one person is
named to receive death gratuity enter percent
of payment in parenthesis after relationship;
for example, (50 PCT). When it has been
determined there are no eligible survivors
other than spouse or children, enter:
"NONE, NO ELIGIBLE RECIP" in parentheses

TTC 344 018 RED DEATH GRAT1 ADRI1

Current street address of person
designated to receive death gratuity if
not previously reported

TTC 344 019 RED DEATH GRAT1 ADR2

Current city, state, and ZIP code
of person designated to receive death
gratuity if not previously reported



MCTEFSPRIM

TTC 343 010 RED DEATH GRAT2 |
TTC 344 020 RED DEATH GRAT2 ADRL |
TTC 344 021 RED DEATH GRAT2 ADR2 |

Current city, state, and ZIP code
of person designated to receive death
gratuity if not previously reported

NOTE: A maximum of two death gratuity beneficiaries may be entered into the MCTFS. If more
than two beneficiaries are desired, enter CONTD after the second beneficiary's entry; and on
the reverse (head-to-foot) of the automated RED, type the beneficiary(ies) information as
follows: RED DEATH GRAT3 |[RED DEATH GRAT3 ADR1  |RED DEATH GRAT3 ADR2  |. Indicate
after name, relationship in parentheses and percentage as shown at RED DEATH GRAT1 | .

g. Specific Arrears of Pay Beneficiary(ies). Any person(s) (not limited to relatives)
named in this block will receive all unpaid pay and allowances, any amounts due for unused
leave, and any other monies due. All Marines will be advised to give careful consideration
in naming a beneficiary(ies) to receive these funds since a substantial sum may accumulate in
the event the Marine enters a missing status for a period of time prior to an official
determination of death. If the person(s) named is/are under 21 years of age, indicate after
relationship (under 21).

TTC 343 011 RED PAY ARREARS1

Name of person

Indicate after name the relationship

in parentheses. If more than one person is
designated, enter percent of payment after
relationship in parentheses for example, (50 PCT)

TTC 344 022 RED PAY ARREARS1 ADR1 |
- A

Current street address of person designated to

receive arrears of pay if not previously reported _|

TTC 344 023 RED PAY ARREARS1 ADR2
_ A
Current city, state, and ZIP code of person
designated to receive arrears of pay if not
previously reported

TTC 343 012 RED PAY ARREARS2 |
TTC 344 024 RED PAY ARREARS2 ADR1 |
TTC 344 025 RED PAY ARREARS2 ADR2 |

NOTE: A maximum of two pay arrears beneficiaries may be entered into the MCTFS. If more
than two beneficiaries are desired, enter CONTD after the second beneficiary's entry; and on
the reverse (head-to-foot) of the automated RED, type the beneficiary(ies) information as
follows: RED PAY ARREARS3  |RED PAY ARREARS3 ADR1 | RED PAY ARREARS3 ADR2  |. Indicate
after name, relationship in parentheses and percentage.

h. Person(s) in the Marine's immediate family who, due to i1l health or other reasons,
not to be notified in case of an emergency or in the event the Marine enters a casualty
status.

TTC 343 013 RED NOT NOTIFY1 |
Name of person

Indicate after name the relationship in
parentheses. If none, enter "NONE”
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TTC 344 026 RED NOT NOTIFY1l ADRI1

Current street address of person not to be
notified if not previously reported

TTC 344 027 RED NOT NOTIFY1l ADR2 |

Current city, state, and ZIP code of person
not to be notified if not previously reported

TTC 343 014 RED NOT NOTIFY2 |
TTC 344 028 RED NOT NOTIFY2 ADRL |
TTC 344 029 RED NOT NOTIFY2 ADR2 |

NOTE: A maximum of two persons not to be notified may be entered into the MCTFS. If more
than two persons should not be notified, enter CONTD after the second person's entry; and on
the reverse (head-to-foot) of the automated RED, type the person(s) information as follows:
RED NOT NOTIFY3  |RED NOT NOTIFY3 ADR1 | RED NOT NOTIFY3 ADR2  |. Indicate after name,
relationship as in RED NOT NOTIFY1]|.

i. Insurance Policy(ies). The name (address not required) of commercial insurance
companies including policy number with which the Marine carries insurance. In the event of
death of the Marine, the CMC (MHP-10) will make notification in order to expedite action for
beneficiary(ies).

TTC 345 000 RED INS1

Name of insurance company
followed by the policy number

TTC 345 001 RED INS2 \
TTC 345 002 RED INS3 \
TTC 345 003 RED INS4 \
TTC 345 004 RED INS5 \

NOTE: The combined total of alphanumeric characters to report the name of the insurance
company and the policy number cannot exceed 25. A maximum of five insurance policies may be
entered. If more than five policies are to be listed, enter CONTD after the fifth insurance
company policy number; and on the reverse (head-to-foot) of the automated RED, type the
insurance company and policy number information in the same format; for example, RED

INS6 | .

j. Next of Kin Telephone Number. The area code, telephone number, and relationship
abbreviation where the next of kin may be contacted. This telephone number will be used
exclusively to indicate the next of kin telephone number and relationship.

TTC 346 000 RED NOK1 TELE \

Area code and telephone number

of the NOK and relationship abbreviation
(from MCO P1080.20)

EXAMPLE, 703 555 2222 W

TTC 346 001 RED NOK2 TELE |

TTC 346 002 RED NOK3 TELE |
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NOTE: The relationship abbreviation ‘OT’ (other) used in conjunction with PNOK telephone
number must indicate a number where immediate contact can be made with the PNOK; for example,
‘N’ Neighbor, ‘L’ Landlord, ‘A’ Aunt.

k. Next of Kin's Directions. Directions to locate the next of kin whose address is
shown as a P.0O. Box, Rural Route, or an address which is considered difficult to locate will
be entered on five lines or less with a maximum of 35 alphanumeric characters for each line.

TTC 344 030 RED NOK DIR1 \
Direction limited to T

35-bytes

TTC 344 031 RED NOK DIR2 |
TTC 344 032 RED NOK DIR3 |
TTC 344 033 RED NOK DIR4 |
TTC 344 034 RED NOK DIRS |

8. Missing in Action (MIA) Information. The name, relationship, address, phone number and

directions to the residence of someone designated, by the Marine, as an ‘interested party’ in
case the Marine is ever declared MIA. The Marine may decline to designate an “interested
party”.

a. To identify the name of the person to contact in case the initial RED next of kin
cannot be notified, report as follows:

TTC 343 021 RED MIA NAME

8-byte DOA (YYYYMMDD) f

35-byte contact name

b. To report directions to locate the person to contact in the RED MIA NAME, report as
follows:

TTC 344 047 RED MIA NOTIFY DIR

35-bytes Notification directions _______f

(4 occurrences)

c. Additional directions (if needed) to contact the person who has their name entered
via the RED MIA NAME, report as follows:

TTC 344 048 RED MIA NOTIFY ADDL DIR
35-byte additional

notification directions
(1 occurrence)

d. To report telephone number to be utilized if no one can be reached at the initial
next of kin telephone listings, report as follows:

TTC 346 009 MIA NOTIFY TELE FIRST

3-byte area code *

7-byte telephone number

2-byte relationship code
(from MCO P1080.20)
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e. To report the additional telephone number to be utilized if no one can be reached at

the initial next of kin telephone listings, report as follows:

TTC 346 010 MIA NOTIFY TELE SECOND

3-byte area code +

7-byte telephone number

2-byte relationship code

9. SGLI Data. If the Marine elects a change in coverage, ensure the SGLI election is made
on VA Form 29-8286 and reported per Chapter 8, Section 7 (SERVICEMAN'S GROUP LIFE INSURANCE),

report as follows:

TTC 347 000 RED SGLI PAYDESIG BENE DATE

2-byte payment designator shown below

l-byte beneficiary code shown below

8-byte ED (YYYYMMDD) latest VA Form 29-8286 was signed

SGLI PAY DESIGNATION CODE BENEFICIARY (IES) CODE

CODE DESCRIPTION CODE DESCRIPTION

00 No payment election B Father to receive

11 Lump Sum C Mother to receive

22 36 Equal monthly payments D Mother and Father 50% each
E Child/Children
F Other
S Spouse

10. To delete information contained in the RED, report the applicable TTC. For EXAMPLE: If
the Marine has three children and you want to delete number one, report RED CHILDl1 REMOVE.
This will delete the name and address for child one. Child two and three will not be

affected by this deletion and will remain as two and three. To delete an address,

report the

address data element that you want to delete without the ‘1’ or ‘2’ followed by the word
"REMOVE." This will remove the complete address but will not affect the name reported.
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TJEPTRED ****MCTFS RECORD OF EMERGENCY DATA**** 03/19/1999
TUJOI1 ENTER NEXT SSN: ENTER CATG: SEQ NBR: 11:21:55
SSN: XXXXXXXXXX NAME: XXXXXXXXXX, XXXXXX X PAGE: 01

RUC: XXXXX COMPANY CODE: PRES-GRADE: XX RECSTAT: COMP CODE:

PLT CODE: XXXX TRNGRP: X R-RECSTAT: X RCOMP CODE: XX

SPOUSE NAME/ADDRESS
KIM H HUNTER RT 1, BOX 287
W COLE VA 29169

CHILD NR/NAME/DOB/ADDRESS
1 BRIAN HUNTER (910402) (ADDRESS SAME AS SPOUSE)

2 KENA HUNTER (900111)

GUARDIAN NR/NAME/PHONE/RELATION/ADDRESS

1 NONE
FATHER/MOTHER NAME /ADDRESS
1 GLEN SEERING 111 LEATHERNECK LANE
LETHA SEERING LENEXA, KS 66215
DECEASED DEATH GRATUITY BENEFICIARY (IES) NR/NAME/RELATION/PCT/ADDRESS
1 GLEN SEERING (F) SAME AS ABOVE

DEATH GRATUITY 2 NOT GIVEN

PAY ARREARS BENEFICIARY (IES) NR/NAME/RELATION/PCT/ADDRESS/ADDRESS

1 KIM HUNTER SAME AS ABOVE
PAY ARREARS 2 NOT GIVEN

DO NOT NOTIFY DUE TO ILL HEALTH NR/NAME/RELATION/ADDRESS
1 NONE
NOT NOTIFY 2 NOT GIVEN

INSURANCE COMPANY (IES) NR/NAME/POLICY NUMBER
1 NONE

NEXT OF KIN/TELEPHONE NUMBER/RELATIONSHIP
1 703-555 2121 / W

PRIMARY NEXT OF KIN DIRECTIONS
I-20 TO RD 34. R ON 34 THEN L ON MARCELLUS RD. THEN R ON FELIX RD.
HALLMAN RD. ST MOBILE HOME ON RT.

MIA ADDRESS/DIRECTIONS
SEE NOK INFORMATION

SGLI INFORMATION ELECTION ELECTS $200,000.00 COVERAGE
BENEFICIARY SPOUSE
PAY DESIGNATION LUMP SUM
DATE 19981201
MEMBER CERTIFICATION.......iiueuuen.. RPTD ON UD NUMBER..........
WITNESS CERTIFICATION.........oiiuinn.. DATE CERTIFIED.............

Figure 5-1--Record of Emergency Data.

THEN L ON ANNIE
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Section 3: ADDRESS
50300. INTRODUCTION.

1. The different categories of Address are those items such as Place of Birth, Home of
Record, Address Status and Mailing Condition, etc. Detailed reporting information is
indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/  DEL/

AUTHORITY ADD ERR
042 001 PLACE OF BIRTH COUNTY STATE | HQ REG RES N N
174 000 HOME REC y HQ RES N N
174 001 HOME REC o | HQ REG N N
425 000 ADDR | HQ REG N N
499 025 HOME ADDRESS _ / / / / / \ HQ REG RES N N
499 026 HOME ADDRESS / 2 / / / / | HQ REG RES N N
499 031 ADDR STAT MAIL COND \ HQ REG RES N N
499 032 ADDR VAL | HQ REG RES N N
780 000 CHECK ADDR RTN _ ACCT NO _ TYPE ACCT | HQ RES N N

50301. PLACE OF BIRTH (POB) (TCC 042).
1. Report as follows:
TTC 042 001 PLACE OF BIRTH COUNTY STATE |

3-byte numeric county code

(MCO P1080.20)

If unknown or foreign country, use zeroe
2-byte numeric state

(or the foreign country alpha code)
(MCO P1080.20)

2. When reporting a request for clearance, the POB must be reported when the INITIAL
SECURITY ACTION is requested, if the POB data is not on the CMF. If POB is resident on the
CMF do not re-report or the transaction will fail. POB should be action dated 1 day prior to
the request for initial security action when reported on the same UD.

50302. HOME OF RECORD (HOR) (TTC 174).

1. The HOR is the claimed legal residence at the time the Marine is commissioned,
reinstated, appointed, enlisted, reenlisted (after a 24 hour break in service), or inducted
into the Marine Corps. There are times when a Marine may change HOR (see JFTR). Such change

is only authorized when the Marine's actual residence has changed; it will not be changed
merely for personal convenience. Approval by CMC (MMSB-10) is required before correcting an
erroneous HOR on the enlistment contract, record of induction or Appointment Acceptance and
Record. Report as follows:

TTC 174 000 HOME REC | (Reserve)

3-byte county code (or
foreign country numeric code)

(MCO P1080.20)

If unknown or foreign country, use ‘0’s
2-byte numeric state
(or foreign country alpha code)
(http://hydra.gsa.gov/glc/)
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TTC 174 001 HOME REC (Active Duty)
3-byte numeric county code

(MCO P1080.20)
If unknown or foreign country, use ‘0’s

2-byte numeric state
(or foreign country alpha code)
(website)

4-byte city code (website)

2. To report a location outside the 50 States the UD statement must report the location as a
nine-character code constructed as follows: first three bytes, always represent the numeric
country code followed by a two-byte alpha geographical code, and the last four characters
represent the numeric city code as contained in the applicable reference.

3. When the HOR location is unknown, the unknown portion of the nine-character code will be

zeros. For example, if the State is known, but the county is not, the first three characters
of the code representing the county would be shown as zeros (000) followed by a two-character
state code, and trailed by the four-byte city code or zeros if the city is unknown.

50303. UNIT PERMANENT CHANGE OF ADDRESS (TTC 425).

This entry is only entered when a unit changes permanent locations, which is very seldom. The
MISSO sends the entry to MI and Table 01 is then updated. Change of location of a reporting
unit with an Event Entry on the date of change. Change of location will be reported only if
the unit’s location will change for a period of 31 days or longer. Report as follows:

TTC 425 000 ADDR |HIST:

Complete mailing address

Unit title, telephone number and

Details for historical purposes
To include the authority

50304. HOME ADDRESS (TTC 499 025/026)

1. A permanent mailing address is required for each member of the Active/Reserve
establishment. Report the home address for new members upon initial join to any
Active/Reserve Component and for subsequent address changes. Ensure the home address is
reported with an action date whenever a Marine departs on terminal leave, for retirement or
separation or when a Marine is sent home awaiting results of a PEB. This entry is necessary
for DFAS Cleveland to effect a retired Marine’s pay. Report as follows:

a. When home address is within the U.S. (to include APO/FPO).

TTC 499 025 ______HOME ADDRESS / / / |

A A A A
8-byte DOA (YYYYMMDD)
(required)
l-byte Address Validation Flag

(Shown below with TTC 499 032)
l-byte Numeric Special Mailing
Condition Codes shown below

40-byte (maximum) Street number and name

20-byte (maximum) Cit

19-byte (maximum) State or Country.

ZIP Code
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SPECIAL MAILING CONDITION CODES:

CODE DESCRIPTION CODE DESCRIPTION
0 No special condition 4 Being processed due to
1 VIP special handling criminal status
2 Foreign address 5 Territories
(does not include APO/FPO) 6 APO/FPO addresses

~J

3 Deceased, pending final action CMC (MMSR) USE ONLY
b. When home address is in an overseas area (does not include APO/FPO)

TTC 499 026 __ HOME ADDRESS / / / |
A A A A

8-byte DOA (YYYYMMDD)
(required)

l-byte Address Validation Flag

A ‘2’ will always be used
for special mailing condition

40-byte (maximum) Street number and name

20-byte (maximum) City

19-byte (maximum) State or Country

ZIP Code

NOTE: These statements are not optional and will be reported on all Marines. The action
date i1s the date of validation of the address (i.e., via audit, notification in person,
contact with a recruiter, postmark on a change of address card, etc.)

2. For foreign address, omit last comma/ZIP Code. Refer to http://hydra.gsa.gov/glc/ for
Geographical Location state codes. For territories use the following: American Samoa ‘AS’,
GUAM ‘GU’, PUERTO RICO ‘RQ’, Trust Territories of the Pacific Islands ‘TT’, Virgina Islands
‘VI’, and Northern Mariana Island ‘GM’, otherwise spell out the territory name (up to 19-
bytes maximum). Commas are not counted for the maximum number of characters that may be
reported; however, blank spaces are counted.

TTC 499 032 ADDR VAL \

l-byte code from below

ADDRESS VALIDATION FLAGS:

CODE DESCRIPTION CODE DESCRIPTION

C Correspondence S Screening questionnaire
I IRS T Telephone call

R Record Book Z ZIP Code update

3. Marines have the option of using the Employee/Member Self Service (E/MSS)
http://www.dfas.mil/emss/. Marines can change their home address via the Internet or an
Interactive Voice Response System (IVRS). Once the Marine has successfully updated their
home address, MCTFS will provide an advisory message to notify the reporting command: “MCTFS
RECORD UPDATED BY INDIVIDUAL MARINE USING E/MSS”.

4. Ensure the accuracy of the ZIP Code when reporting. Correct ZIP codes are a key element
in the manpower mobilization process. When a ZIP code is not found in the MCTFS tables the
transaction will fail with an error code. When transactions fail and the ZIP code has been
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determined to be correct, take the following action:

a. Submit a request for a ZIP code update to your local MISSO with the following
information:

(1) Name.
(2) SSN.
(3) Address to include ZIP Code.
(4) RUC.

(5) The closest I-I to the Marine's home address (may not always be the unit to which
assigned.)

(6) The closest aviation unit to the Marine's home address (may not always be the
unit to which assigned.)

(7) Point of contact.

b. Upon notification from your local MISSO that the ZIP code has been added with an
address status code of ‘1’ (good address). Report as follows:

TTC 499 031 ADDR STAT MAIL COND

8-byte DOA (YYYYMMDD )J

Address Status (shown below)

Special Mailing Condition Code
(See above)

ADDRESS STATUS CODES:

CODE DESCRIPTION

0 Address not required

1 Good address

2 Questionable address being researched
3 Bad address on record

50305. DRAS CHECK MAILING ADDRESS (TTC 780).

When a retired Marine changes his/her bank account, RUC’s 548XX, 88870, 88871 or 88872 may
update the 937 remark by reporting the following:

TTC 780 000 CHECK ADDR RTN __ ACCT NO _ TYPE ACCT |

9-byte routing number T

17-byte account number

l-byte Category Code
(‘C" or 'S’ only)
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Section 4: LOCATION
50400. INTRODUCTION.

1. The different categories of location are those items such as Individual Location,
Geographical Location Code, etc. Detailed reporting information is indicated in the
following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR
*002 000 ARR INDIV LOC | REG N N
135 000 INDIV LOC | HQ REG N N
416 000 AGLC | HOQ N N
421 000 GLC | HQ N N
421 001 FGLC | HOQ N N
424 000 AGLC EDA | HOQ N N
*NOTE: TTC 002 000 is located in Chapter 9, Section 10.
50401. INDIVIDUAL LOCATION (TTC 135).
1. Individual location is the actual unclassified physical duty location of the Marine. It

is reported as county/state/city code or as a geo-location code as appropriate.

2. For those Marine's awaiting the disposition of PEB proceedings in a state with a
residency requirement for state tax withholding (California, Idaho, Pennsylvania), an
Individual Location Code must be reported to permit an automatic monthly deduction of state
tax.

3. A join entry will automatically change the individual location of the Marine to reflect
the location of the RU MCC if the location is unclassified. In the event a Marine's location
is different from that of the unit, the unclassified location of that Marine must be reported
using the following statement:

TTC 135 000 INDIV LOC

+

3-byte county code
(or foreign country numeric code)

2-byte numeric state code
(or foreign country alpha code)

4-byte city code

4. Report all Changes of location which are expected to be permanent or to exceed 30 days in
duration.

5. Report individual location when reporting a Marine Home Awaiting PEB.

6. To report individual location, the UD entry must show a nine character location code as
indicated below:

a. To report a location within one of the 50 States, the entry must show the location as
a nine character county/state/city code. The first three characters will represent the
county, the next two represent the state and the last four represent the city.

b. If the location is outside the 50 States, the entry must show the location as a nine
character code. The first three characters will be the country numeric code, the next two
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will be the country alpha code and the last four will be the city code.

c. When the individual location is CLASSIFIED, the UD remark will report "000zZZ0000" in
lieu of a nine character code.

7. When the location is unknown, or the code is unknown, the unknown portion of the nine
character code will be zeros. For example, if the state is known, but the county is not
known, the first three characters of the code representing the county would be shown as zeros
(000) followed by a two character state code, and the four byte city code. The unit will
determine the county code and report the complete nine character code as soon as possible.

50402. ARMED GEO-LOCATION CODE (TTC 416/424). (AGLC) AND ADVANCED GEO-LOCATION ESTIMATED
DATE OF ARRIVAL (AGLC-EDA)

This data element identifies the future geographic area which a Marine is projected to be
assigned upon completion of a dependents restricted tour. An AGLC may be reported at the
time orders are issued to a dependents restricted assignment. Under normal conditions, upon
transfer from the restricted assignment, the Advanced Geo-Location Code becomes the Geo-
Location Code, and the AGLC field is set to blank. This element is used in conjunction with
Dependents Geo-Location Code for DoD personnel turbulence reporting requirements. The AGLC
appears on the BIR as an information item, not subject to field change. AGLC is reported
when the Marine is expected to transfer to a new geographical area. EDA may also be
reported. The following statements are used to change AGLC or AGLC-EDA:

TTC 416 000 AGLC | (CMC (MMOA/MMEA/RAM) )

3-byte Code

TTC 424 000 AGLC EDA

3-byte Code *

6-byte ED (YYYYMM)
If the AGLC is reported as three zeros
report the EDA as six zeros

50403. FUTURE GEOGRAPHICAL LOCATION CODE (FGLC) (TTC 421 001).

The FGLC identifies the intended geographic area in which a Marine will be transferred. The
FGLC consist of the first three bytes if the Zip code or a three-byte pseudo Zip code.

TTC 421 001 FGLC | (CMC (MMOA/MMEA/RAM))

3-byte future GLC

50404. GEO-LOCATION CODE (GLC) (TTC 421 000).

The GLC identifies the present geographic area in which a Marine is stationed for a purpose
of determining how long a Marine has been stationed in that area. GLC is associated with
Geo-Location Date Current Tour Began (GEO DCTB). The purpose of this element is to minimize
costs by optimizing reassignment and PCS moves within a geographic area. The GLC will be
initially generated and posted to the record upon processing a chargeable join entry. Upon
receipt and acceptance of a chargeable join, a GLC will be assigned from look-up tables
(table 08), based on the MCC reported in the join statement. This table is associated with
MCC and the corresponding first three bytes of a postal Zip code or in some cases a pseudo
Zip code. Pseudo Zip codes are also assigned within table 09. The GLC appears on the BIR as
an information item not subject to field change.

TTC 421 000 GLC | (CMC (MMOA/MMEA/RAM) )

3-byte location code
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Section 5: MEMBER DATES
50500. INTRODUCTION.

1. The Dates Member Section contains items such as Pay Entry Base Date (PEBD), Date of
Appointment or Enlistment, Current Active Duty Base Date (CADBD) Expiration of Active Service
(EAS) and Expiration of Obligated Service (EOS), Date Joined Unit and Date Joined Reserve
Unit, Last Tour Combat Date, etc. Detailed reporting information is indicated in the
following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR

063 000 PEBD | HQ REG RES N N
064 000 ORIG ENTRY | HQ REG RES N N
070 000 DATE OF APPOINTMENT OR ENLISTMENT HQ REG RES N N
071 000 OVERSEAS CONTROL DATE | HQ REG N N
074 000 CURR TOUR BEGAN | HQ REG N N
078 001 EOS | HQ REG RES N N
079 000 CURR ACDU | HQ REG N N
085 000 ACDU BASE DATE | HQ REG N N
094 000 DATE JOINED UNIT \ HQ REG RES N N
094 001 DATE JOINED RESERVE UNIT HQ RES N N
120 001 LASTTOUR CBT | HQ REG RES N N
120 002 LASTTOUR CBT NONE | HQ REG RES N N
198 000 RTD | HQ REG N N
405 000 AMCC EDA HQ N N
410 000 IMCC EDA | HQ N N
420 000 GEO DCTB | HQ N N
420 001 FGEO DCTB | HQ N N
50501. PAY ENTRY BASE DATE (PEBD) (TTC 063).

1. The Marine's basic pay varies with the number of years service. Computation of

creditable service provides a basic date for use in determining the date when the Marine is
entitled to increased basic pay. This basic date is the PEBD. DoDFMR provides information
about service which is creditable for pay purposes and how to compute a PEBD.

2. The PEBD for officers is established by CMC when the officer is appointed or reappointed.
It is recorded on the Appointment Acceptance and Record. Discrepancies concerning the PEBD
for officers while attending The Basic School (TBS) will be directed to the CMC (MMOA) for
resolution. After attending TBS, all PEBD discrepancies will be forwarded to the CMC
(MMSB-10) for resolution.

3. Enlisted Marines will have a PEBD established at the time of entry into the Marine
Corps. The PEBD will be recorded on the application for enlistment or record of induction.
Report changes or corrections to PEBD as follows:

TTC 063 000 PEBD |HIST: \

8-byte ED (YYYYMMDD)

Reason for PEBD change

4. HQMC may issue authority to RU's to correct an erroneous or incomplete appointment
acceptance and enlistment contract/application for enlistment or record of induction. Based
on the information furnished, the PEBD must be recomputed and reported on the UD.
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5. The PEBD is normally changed upon determination of time lost. The PEBD will
automatically be adjusted to reflect the time lost when the periods of lost time are reported
per Chapter 7 Section 4. Ensure a HISTORY statement is reported stating the reason for the
PEBD change.

50502. DATE OF ORIGINAL ENTRY ARMED FORCES (DEAF) (TTC 064).

1. This date normally is entered automatically into the MCTFS during the accession process
as the date an individual Marine was first appointed or enlisted into any Armed Forces
Component. The DEAF includes enlistment into the DEP, entrance as a cadet or midshipman at a
U.S. Service academy and enlistment as a reservist in the Senior ROTC Program. This entry is
of particular importance due to recent changes in retirement plans. Those members who
entered service on or before 7 Sep. 1980 are eligible for the “High 1” retirement plan; those
who entered between 8 Sep. 1980 and 31 July 1986 are eligible for the “High 3” retirement
plan; and those Marines who entered service 1 Aug. 1986 or later must be counseled on their
eligibility for the “Choice” retirement plan, which involves the election of a bonus payment.
Please refer to PAA 12-00 for further information regarding the retirement plans and
counseling requirements.

2. If the date recorded in MCTFS is incorrect, report as follows:

TTC 064 000 ORIG ENTRY \

8-byte ED (YYYYMMDD)

50503. DATE OF APPOINTMENT OR ENLISTMENT (TTC 070).

1. The date of appointment is shown on the appointment acceptance record. The date of
enlistment (DOE) is the date of current enlistment, reenlistment, or induction and is on the
enlistment contract or record of induction. When the date of appointment or the date of
enlistment is incorrect (as indicated by the TBIR), report as follows:

TTC 070 000 DATE OF APPOINTMENT OR ENLISTMENT |
8-byte ED (YYYYMMDD) +
2. If the date of appointment is believed to be incorrect on the appointment acceptance

record, contact CMC (MRRO-5) of the suspected discrepancy. If the date of enlistment is
incorrect on the enlistment contract or record of induction, correct the document and contact
CMC (MMSB-10) concerning the suspected discrepancy.

50504. OVERSEAS CONTROL DATE (OCD) (TTC 071).

The OCD is assigned or updated based upon the completion of an overseas tour of duty
(excluding Hawaii or Alaska), regardless of whether the Marine is single or married or
whether dependents were or were not actually located at the overseas location. Report as

follows:

TTC 071 000 OVERSEAS CONTROL DATE

8-byte ED (YYYYMMDD) *
50505. DATE CURRENT TOUR BEGAN (DCTB) (TTC 074).

1. The DCTB is the commencement date of the current tour at the Marine's present monitored
command. The tour relates to the monitored command, and not to a specific RU. Reassignment
between RU's of the same monitored command normally will not cause a change in this date.
See below examples for clarification:

a. A Marine joins an overseas duty station from another overseas duty station involving
a change of MCC and has not completed an overseas tour of duty. The date of joining the
first overseas duty station was 19980111. The date of joining the second overseas duty
station is 19980520. Since the MCC changed, the DCTB would be the date of joining the second
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overseas duty station; for example, 19980520. Normally, the date current tour began would
automatically generate from the joining date and need not be reported on the UD.

b. A Marine joins an overseas duty station from another overseas duty station within the
same MCC and has not completed an overseas tour of duty. The date of joining the first
overseas duty station was 19971120. The date of joining the second overseas duty station is
19980213. Since the MCC did not change, the DCTB would be the date of joining the first
overseas duty station, for example 19971120.

c. A Marine joins an overseas duty station and then is transferred to another RU at the
same installation with a different MCC, and has not completed an overseas tour of duty. The
DCTB would remain the same as before the transfer.

d. A Marine joins an overseas duty station and then is transferred to another RU at a
different installation on the same island with a different MCC, and has not completed an
overseas tour of duty. The DCTB would remain the same as before the transfer.

e. A Marine joins a different MCC and reporting unit due to Permanent Change of
Assignment (PCA) orders that do not involve a change in GEO Location, then report CURR TOUR
BEGAN as part of the join entry.

2. Requirements for reporting DCTB are summarized in Table 5-1. Report as follows:
TTC 074 000 CURR TOUR BEGAN |
8-byte ED (YYYYMMDD) *

50506. EXPIRATION OF OBLIGATED SERVICE (EOS) (TTC 078).

1. The EOS is the termination date of the obligation under the term of the Military
Selective Service (MSS) Act. Determination of the EOS for male Marines is based on the date
of initial entry and the age of the Marine at the time of entry as shown in Table 5-2. Female
Marines initially entering the service after 31 January 1978 incur a 6-year obligation as
shown in Table 5-3. Female Marines whose initial date of entry into the service was prior to
1 February 1978 do not have an EOS.

2. The MSO (statutory) is not considered terminated upon discharge or other separation for
the purpose of immediate entry or reentry in:

a. The same or any other component of the Armed Forces.
b. The same or any other status.

c. An officer's training program in which the Marine has a military status. Additional
service performed after such discharge or other type of separation will be counted toward
fulfillment of such obligation. Attendance at a service academy or as a participant in an
ROTC scholarship program is not considered having military status for the purposes of
completing an MSO. When completing consider the following:

(1) Officers who were appointed after completion of an ROTC Scholarship and appointed
under 10 USC 2107 (d) or after completion of a service academy (USNA, etc.) and appointed
under 10 USC 403, 603, or 903 on or after 1 Jun 1984 incur an 8-year MSO upon appointment.
Their EOS will be computed from the date the officer accepted his/her first commission (AFC)
without regard to prior enlisted service.

(2) Officers appointed after completion of ROTC Advanced Training (non-scholarship
program) under 10 USC 2106, shall have an EOS computed from the AFC date minus any prior
enlisted service.

3. If the Marine is ordered to involuntary AD for unsatisfactory participation in a USMCR
program, the expiration date of such involuntary AD will be reported as the EOS date if that
date is later than the initial obligation. The adjustment of the EOS due to time lost will
be automatically computed upon acceptance of the time lost statement shown in Chapter 7
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Section 4. The adjusted EOS date will then appear on the DFR.

4. To change the EOS, report as follows:

TTC 078 001 EOS \

8-byte ED (YYYYMMDD)

NOTE: The EOS is retained in the record even after it has expired. Do not change to zeros.
The EOS is not adjusted for lost time which occurs after expiration of the EOS date.

50507. CURRENT ACTIVE DUTY BEGAN DATE (CADBD) (TTC 079).

This date is recorded automatically as part of the accession process. It is not subject to
change as long as the Marine is on continuous AD. Report as follows:

TTC 079 000 CURR ACDU |

8-byte ED (YYYYMMDD) Q

50508. ARMED FORCES ACTIVE DUTY BASE DATE (AFADBD) (TTC 085).

1. This date is a constructive date computed from active service performed in any branch of
the Armed Forces, as modified by time lost or periods not creditable as active Federal
service. When making this computation, refer to the DoDFMR.

2. For enlisted Marines, periods of creditable active Federal service can normally be
obtained from the enlistment contract/application for enlistment. For officers, it will be
necessary to view other supporting documents (i.e., DD Forms 214, orders, etc.) in addition
to the Appointment Acceptance and Record. Service listed on the Appointment Acceptance and
Record reflects entire periods served in specific components, i.e., USMC, USMCR(C), USMCR(J),
USMCR (K) , without regard to individual periods served on AD/TAD/ADT. The ACDU BASE DATE for
enlisted Marines is computed from this information and entered at the time the Marine is
accessed into the MCTFS. In the case of officers reporting to their first duty station, it
is the responsibility of the RU to ensure that the ACDU BASE DATE is computed and reported on
the UD as part of the JOIN entry for the officer concerned.

3. Calculation of the AFADBD is automated in MCTFS for all Reserve Marines on AD (who have a
retirement history established) whenever TTC’s 022 (INIT JOIN), 085 (AFADBD), 915 (HISTORY
CREDIT), 916 (CURRCRET/PRYRCRET), 917 (ADJUST ACTIVE DUTY POINTS (i.e., PD/NPD)), 919 (ADJUST
HISTORY INACTIVE DUTY POINTS (for example, PD/NPD/CORR)), 921 (ADJUSTING TOTAL SAT YRS), or
922 (CRCR CERTDATE) are processed. The automatic calculation of the AFADBD can only be
adjusted by correcting the Marine’s CRCR and subsequently reporting the CRCR CERT DATE.

4. To change ACDU Base Date report as follows:
TTC 085 000 ACDU BASE DATE |

8-byte date (YYYYMMDD) *

NOTE: When time lost is reported per Chapter 7 Section 4, the system will adjust this date.
When time lost is reported, a new ACDU BASE DATE must be reported.

50509. DATE JOINED UNIT (TTC 094 000/001).

The Present Unit Join Date and/or the Reserve Unit Join Date is established by Jjoin entries
and is usually correct. If incorrect, report as follows:
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(Active)

Date Joined Unit (8-byte date (YYYYMMDDLf

Or

TTC 094 001

DATE JOINED RESERVE UNIT |

(Reserve)

Date Joined Reserve Unit (8-bytes date (YYYYMMDD)———‘T

50510.

DATE LAST TOUR COMBAT

(TTC 120).

1. The date LASTTOUR CBT shall be reported for the Marine who served for a specified time in

an unaccompanied status with any unit in a combat area.

concerning combat.

Refer to DoDFMR for specification

2. The date LASTTOUR CBT will be reported by the Marine's parent RUC upon return from a
combat area when the Marine:

a. Was transferred from an overseas assignment after serving 180 days or more in combat

area.

b. Was transferred from a combat area after any period of time other than while TAD or

as a result of the Marine's own request;
returned as a result of own request and the Marine has spent more than 60 days,
the next tour in a combat area will be reduced on a day-for-day basis.

180 days,

for example, HUMS, EmerglLv or SoleSurvSon. If

but less than

3. The date to be reported as LASTTOUR CBT for Marines returning from a tour of duty in a

combat area is:

a. For the
date of arrival

b. For the

report the date

c. For Sgts or below returned to the U.S.

reported is the

d. For the
LASTTOUR CBT as
CBT as the date

e. For the
LASTTOUR CBT as

(1)

the date LASTTOUR CBT.

(2)

Marine reporting to a command in the U.S.

upon completion of tour, report the

in the U.S. minus any leave taken enroute.

Marine reporting to a command outside the U.S.

reported to the

DOA in the U.S.

Marine returned
00000000. Upon
of release from

Marine returned
00000000. Upon

If found fit to perform duty in a combat area,
hospitalization toward the tour,
required to receive credit for a complete tour in a combat area,
This Marine will be returned to a combat area to complete the tour.

If found not fit to perform duty in a combat area,

of hospitalization toward the tour,
required to receive credit for a completed tour in a combat area.

upon completion of tour,
command minus any leave taken enroute.
the date to be

for discharge or RELACDU,
minus any leave taken enroute.

to the U.S. as a hospitalized battle casualty, report the
release from the hospital to duty, report the date LASTTOUR
the hospital.

to the U.S. as a hospitalized nonbattle casualty, report the
release from the hospital to duty, the following will apply:

and when crediting the period of
the Marine has not served the minimum period of time
do not report a change to

and/or by crediting the period
the Marine has completed the minimum period of time
The date LASTTOUR CBT will

be the date of release from the hospital.

f. When the Marine is involuntarily assigned to a unit outside of the combat area,

except for hospitalization,

prior to his completion of a normal tour,

the date LASTTOUR CBT
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will be established as the date the Marine arrives at the new command minus leave taken en
route.

g. If the Marine is reassigned from a combat area as a result of own request, and has
spent more than 60 days, but less than 180 days, in the combat area, do not report the
LASTTOUR CBT. This information will be used to reduce next tour in a combat area.

h. If a Marine is returned to the U.S. after completing a continuous period of TAD of
180 days or more in a combat area, the date LASTTOUR CBT will be reported as the DOA in the
U.S. minus leave taken enroute. If the Marine returns to a command outside the U.S., the

date LASTTOUR CBT will be the date returned to the command minus leave taken enroute.

i. If a Marine accrues a total of 365 or more days of TAD in a combat area, and each
increment was 60 days or more, and was completed prior to the next tour outside the U.S., the
date of LASTTOUR CBT will be the date that the Marine returns to the command upon completion
of last period of TAD. Periods of TAD that occurred prior to the Marine's last tour in a
combat area will not be considered when making this adjustment to date LASTTOUR CBT. Report
as follows:

TTC 120 001 LASTTOUR CBT

8-byte ED (YYYYMMDD)

or
TTC 120 001 LASTTOUR CBT 00000000]

NOTE: Report ONLY for hospitalized personnel referred to in subparagraphs 50510.3d and
50510.3e:

TTC 120 002 LASTTOUR CBT NONE |

NOTE: Report ONLY for those personnel who have a date last tour combat in MCTFS but have not
served in a combat area.

50511. ROTATION TOUR DATE (RTD) (TTC 198).

1. An RTD will be reported on the UD when the Marine is joined for a tour of duty specified
in MCO P1300.8. An RTD is defined as the year, month, and day that the Marine is scheduled
to return to the United States from:

a. A military installation or activity permanently located at a land station outside the
United States, excluding Hawaii. The RTD normally is established by applying the standard
tour length for the place at which the Marine is located to the date of departure from CONUS.

b. An FMF unit permanently located overseas. The RTD will not be reported on
CONUS-based units assigned to the UDP while temporarily assigned overseas. The RTD will not
be assigned to the UDP personnel in a FAP status to an overseas base or station unit.

c. Attache’ duty.

d. Department of State guard duty.

e. A sea duty tour.

2. For personnel assigned to a tour of foreign duty or a sea duty tour, RTD is established
according to the instructions in Table 5-4.

3. To establish RTD per Table 5-4, the following conditions apply when determining
constructive travel time: (Refer to JFTR for more information.)

a. If Government transportation is used for travel outside CONUS and such travel is in
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the general direction of the overseas assignment, actual travel time will be deducted from
the date of joining.

b. If non-Government transportation is used for travel outside CONUS to the overseas
assignment, then constructive travel time will be computed as direct travel by air.

4. The RTD normally changes upon voluntary reassignment between overseas activities.
However, under certain special programs authorized by the CMC, readjustment of RTD is not
required, see Table 5-4.

5. If the Marine extended the tour in a combat area for at least 6 months and is authorized
a 30-day special leave, RTD will be adjusted by adding the term of the extension, period of
special leave, and travel time to the normal RTD. The adjusted RTD should be reported by UD
at the time the extension is approved. An adjustment will be made upon return from leave if
there is any difference between the estimated and actual time away from the command.
Hospitalized non-battle casualties evacuated to the U.S. and immediately returned to their
overseas duty station upon completion of the period of hospitalization will retain their
original RTD. Report as follows:

TTC 198 000 RTD |

8-byte ED (YYYYMMDD)
50512. ADVANCED MONITORED COMMAND CODE/ESTIMATED DATE OF ARRIVAL (AMCC/EDA) (TTC 405).
This data element represents intended assignment for a Marine, to FMCC and is reported by CMC
(MMOA, MMEA, RAM). The code and associated EDA in year-month format must be future dated

beyond any advanced planning purposes up to 48 months in the future. Report as follows:

TTC 405 000 AMCC EDA | (CMC (MMOA/MMEA/RAM) )

3-byte MCC from +
MCO P1080.20 or three
zZeros

6-byte year and month (YYYYMM)
If AMCC is reported as
zeros report the EDA as zeros

NOTE: If AMCC is zeros, EDA must be zeros.
50513. INTERMEDIATE MCC/INTERMEDIATE MCC EDA (IMCC EDA) (TTC 410).

1. The date elements IMCC EDA are identical in structure to the Present MCC. It represents
the command to which a Marine is assigned for temporary duty incident to a PCS. The EDA
reflects the date a Marine can be expected to arrive at an IMCC.

2. To understand the structure and meaning of IMCC, read the following: A Marine is to be
transferred from the 2d MarDiv (MCC 122) to the 3d MarDiv (MCC 124) with a period of
temporary duty at Armor School (MCC J26); prior to transfer from MCC 122, the Present MCC
will be MCC 122, the IMCC will be MCC J26 and the FMCC will be MCC 124. Upon transfer MCC
122 will move to the Former MCC, MCC J26 will move to the Present MCC, the FMCC will remain
MCC 124 and the IMCC will be ‘000’. Upon transfer from MCC J26, the MCTFS will act in normal
fashion; MCC J26 becomes the Former MCC, MCC 124 becomes the Present MCC and the FMCC is
‘000’ . Report as follows:

TTC 410 000 IMcC EDA | (CMC (MMOA/MMEA/RAM))
3-byte MCC of

the temporary duty command
or zeros

8-byte ED (YYYYMMDD) of IMCC
Oor zeros
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NOTE: If the IMCC is zeros, EDA must be zeros.
50514. GEO-LOCATION DATE CURRENT TOUR BEGAN (GEO DCTB) (TTC 420 000).
This date indicates the year, month, day a Marine first joined a unit within a given
geographic area. (It will automatically generate a new geo-location code) Report as follows:
TTC 420 000 GEO DCTB | (CMC (MMOA/MMEA/RAM) )
8-byte ED (YYYYMMDD)
location tour began
50515. FUTURE GEO-LOCATION CURRENT TOUR BEGAN DATE (FGEO DCTB) (TTC 420 001).
This date indicates the projected year, month, day in which a Marine being transferred will
commence a tour within a given geo-location. When associated with a geo-location code, it
will define the projected period of time a Marine will serve in that geographical area.

TTC 420 001 FGEO DCTB | (CMC (MMOA/MMEA/RAM) )

6-byte year and month (YYYYMM)T
of future DCTB
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TABLE 5-1--DATE CURRENT TOUR BEGAN (DCTB).

23 I i R v

If the Marine is joining

then the date current tour began is

1 a different monitored command within
CONUS on PCS

date of joining (Reassignment between
MCC's within the same RU while serving on
tours such as recruiting does not
constitute a change) .

2 a different RUC within the same MCC

date of original join at that MCC. (No
MCTFS entry is required).

3 a different MCC and RU due to
reassignment orders that do not involve a
change in geo-location (Note).

date originally joined former unit

4 an overseas command from a CONUS duty
station

5 a ship's detachment from another duty
station

date of departure from CONUS (If the
Marine was in a leave status in an
overseas area, constructive travel time
is deducted from the date of joining to
determine DCTB. (NOTE)

6 an overseas duty station from another
overseas duty station and is starting a
new tour of duty

7 an overseas duty station from another
overseas duty station involving a change
of MCC and has not completed overseas
tour of duty

date of joining

8 an overseas duty station from another
overseas duty station within the same MCC
and has not completed overseas tour of
duty

either the date of joining at the first
overseas duty station or the date of
departure from CONUS, as appropriate.
(NOTE)

9 a ship's detachment upon reassignment
from another ship's detachment

the date of joining by the first ship's
detachment. (NOTE)
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TABLE 5-1 CONTINUED--DATE CURRENT TOUR BEGAN.

23 I i R v

If the Marine is joining

then the date current tour began is

10 | back into the former command after having been
transferred for record purposes; for example,
personnel returning to the original MCC after
having been transferred while IHCA confined.
(Applies also to personnel returned to original
MCC upon failure to satisfactorily complete a
service school.)

the date which was wvalid prior to
the transfer. (NOTE)

11 | the same recruit depot upon graduation with no
intervening entry-level schooling

date of joining and must be
reported as part of the join entry.

NOTE: When the DCTB is different from the date of joining, then report CURR TOUR BEGAN

as part of the join entry.
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TABLE 5-2--EOS FOR MALE PERSONNEL.

**Refer to DoDFMR for additional information

is

was

R A B C D

U

L

E If date of and original and member's age | then expiration of obligated
original entry entry was by at time of entry | service is (NOTE 1)

1 prior to 19
June 1951

2 after 18 June
1951 and prior
to 10 November
1979

3 after 18 June
1951 and prior
to 10 August
1955

appointment,
induction, or
enlistment in
Regular or
Reserve component
of any branch of
the Armed Forces

any eligible age

26 or more years
of age

member does not have an EOS
(Shown as

recorded.

"00000000" for

verification/reporting

purposes)

less than 26
years age

4 after 9 August
1955 and prior
to 1 August
1963

enlistment in
critical skills
program
(component Q)

enlistment in 6-

Less than 18 %

8 years after the date of

original entry or

(DEAF)

8 on or after 1
Aug 1963 and
prior to 1 Oct
1979

month training years (component
program H)
at least 18 %
years less than
26 years
(component K)
appointment, less than 26
enlistment, or years of age
induction

in Regular or
Reserve component
of an branch of
the Armed Forces

6 years after date of

original entry or

(DEAF)
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TABLE 5-2. CONTINUED--EOS FOR MALE PERSONNEL.

R A B C D

U

L

E If date of and original and member's age then expiration of obligated

original entry
is

entry was by

at time of entry
was

service is (NOTE 1)

9 NPS on or after | appointment, any eligible age 6 years after date of
1 Oct 1979 and enlistment, or original entry (DEAF) (NOTE 2
prior to 1 Jun induction in for exceptions)
1984 Regular or
Reserve
component of
10 [ NPS on or after | any branch of 8 years after date of
1 Jun 1984 the Armed original entry or (DEAF)
Forces (NOTES 3 and 4)
NOTE 1: For reservists never enlisted in a Regular component the EOS will always be computed

from the date of original entry armed forces

NOTE 2:

For Non-prior Service,
component during this period,
enlisted AD component) .

(DEAF) .

NPS enlistment/inductions in the DEP USMC,
the date of original entry is computed from the AFADBD
In this case,

subsequent reserve component service should equal EOS obligation.

NOTE 3:
June 1984,

or another active

(date

upon enlistment on AD the combined period of AD and

For NPS enlistment/induction in DEP USMC or another active component on or after 1
the date of original entry is the DEAF.

NOTE 4: Officers appointed after completion of either a service academy or an ROTC
Scholarship program incur an 8-year EOS computed from the AFC date without regard to prior
service
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TABLE 5-3--EOS FOR FEMALE PERSONNEL.

R A B C D
U
L
E If date of and initial and member's age then expiration of obligated
original entry entry was by at time of entry service is
is was
1 prior to 1 Feb appointment, any eligible age (Marine does not have an EOS
1978 induction, or recorded) (shown as
enlistment in “00000000” for
Regular or verification/reporting
Reserve purposes.)
component of
any branch of
the Armed
Forces
2 after 31 Jan 26 or more years
1978 and prior or age
to 1 Oct 1979

Refer to DoDFMR for additional information
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TABLE 5-4--ESTABLISHMENT OF RTD

HEe QW

If the Marine

and

then determine the RTD by

1 | joins overseas station
where RTD is
established

did not have delay en route
in an overseas area prior to
joining

adding tour length to date
departed CONUS

had delay en route in an
overseas area prior to
joining

adding tour length to date
joined adjusted for
constructive traveltime

the EAS expires prior to
completion of normal
overseas tour (Sgts and
below and all Reserve
personnel)

establishing RTD to ensure
Marines return to CONUS 10
days prior to EAS

was involuntarily reassigned
from another overseas duty
station

adding tour length of new
duty station to date joined
adjusted to credit Marine
for time served at prior
overseas duty station.

was voluntarily reassigned
from another overseas duty
station

adding tour length of new
duty station to date
joined.

if, at normal RTD, Marine is
within 6 months of the
EAS/retirement/transfer to

involuntarily extending the
Marine’s tour to the
EAS/retirement/transfer to

the FMCR the FMCR. (NOTES 1-3)

NOTE 1: Tour lengths will not be involuntarily extended if the Marine extends/re-enlists for
a period of time sufficient to enable the Marine to serve 12 months or more upon arrival at a
new duty station.

NOTE 2: Marines may extend/reenlist at any time after arrival, but are encouraged to
extend/reenlist at least 6 months prior to original RTD. Before an involuntary overseas
extension is imposed, enlisted Marines will be given the opportunity to extend their
enlistment, when otherwise eligible, by a time sufficient to increase remaining service to
more than the minimum period indicated above. Officers will be afforded the opportunity to
extend overseas tours or serve 1 year at a CONUS duty station prior to retirement/separation.

NOTE 3: Refer to MCO P1300.8 for additional instructions regarding involuntary extensions of
overseas tours.
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TABLE 5-5 CONTINUED--ESTABLISHMENT OF RTD

R A B C
U
L
E If the Marine is and then determine the RTD by
7 ordered to initial sea The ship is in CONUS port at adding tour length to date
duty tour time of joining of joining.
8 The ship is not in CONUS Adding tour length to date
port, and Marine did not departed CONUS.
have delay in an overseas
area prior to joining.
9 The ship is not in CONUS adding tour length to date
port, and Marine had delay joined adjusted for
in an overseas area prior to constructive travel time.
joining
10 prior to expiration of tour adding length of approved
Marine extends tour of duty extension to current RTD.
11 after joining tour is reestablishing the original
interrupted by RTD.
hospitalization or by
awaiting transfer at a shore
activity
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TABLE 5-5--CHANGES TO RTD.

R A B C
U
L
E If the Marine’s RTD and the Marine then determine the new
has been reported RTD by
1 after the Marine was due for early rotation adding tour length to
joined overseas due to the EAS, reenlists, date current tour began
station where the or extends; or in the case
RTD is established of Reserve officers approved
extension of EAD, SWAG or
augmented into Regular
Marine Corps
2 is promoted to Sgt (does not
apply to Reserve personnel),
and at time of joining was
due for early rotation due
to the EAS
3 is reduced to Cpl or below readjusting the RTD to
and at time of joining ensure Marine’s return to
Marine was at the grade of CONUS 10 days prior to
Sgt or above and EAS was EAS.
prior to established RTD
4 moves dependents to or adding 36 months to the
acquires dependents at an date the dependents were
unrestricted area, and approved for command
converts to an accompanied sponsorship.
by dependents tour
5 dependents are evacuated to adjust for percentage of
safe haven due to emergency tour already served. (See
conditions MCO P1300.8)
6 voluntarily extends overseas | adding length of
tour extension to current RTD.
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TABLE 5-6 CONTINUED--CHANGES TO RTD.

R A B C

U

L

E If the Marine’s RTD and the Marine then determine the new
has been reported RTD by

7 is retained beyond the normal RTD | adjusting RTD to reflect

due to confinement, IHCA, the date such action will
awaiting trial, or serving be or expected to be
sentence court-martial and/or completed.

appeal by civil court.

(NOTES 1 & 2)

8 after the Marine Loses time as defined in MCO adding period of lost
joined overseas P7220.31, except for those time to the current RTD.
station where the instances in rule 7
RTD is established (NOTES 1 & 2)

9 was involuntarily reassigned from | adding tour length of new

another overseas duty station duty station to date
joined adjusted to credit
Marine for time served at
prior overseas duty
station.
(See MCO 1300.8.)

10 was voluntarily reassigned from adding tour length of new
another overseas duty station duty station to date
joined.
11 was performing TDY/TAD and/or adding leave and/or
leave in the U.S. in excess of 30 | TDY/TAD in excess of 30
consecutive days. days to the current RTD.
(NOTE 3) (See MCO 1300.8)

12 at the time of normal RTD is involuntarily extending
within 6 months of the the Marine’s tour to the
EAS/retirement/transfer to the EAS/retirement/transfer
FMCR to the FMCR.

(NOTES 4 & 5)

NOTE 1: See current Marine Corps directives governing overseas tours of duty.

NOTE 2: The RTD will not be adjusted for the Marine who loses time as a result of

confinement, IHCA, awaiting trial by court-martial, or serving a court-martial sentence if

the period of time lost does not exceed the current RTD. The exception to this being the RTD
for first-term Marines assigned to Hawaii will be adjusted on a day-for-day basis regardless
of the type of time lost. Refer to Chapter 7 Section 4 TIME LOST.

NOTE 3:
U.S.

Do not extend the RTD of those Marines who return after performing TDY/TAD in the
in excess of 30 days when the purpose of that duty was Government/military business; for
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example, schools, TAD recruiter requirements, rifle team members, and conferences.

NOTE 4: Tour lengths will not be involuntarily extended if the Marine extends/reenlists for a
period of time sufficient to enable the Marine to serve 12 months or more upon arrival at a
new duty station.

NOTE 5: Marines may extend/reenlist at any time after arrival, but are encouraged to
extend/reenlist at least 6 months prior to original RTD. Before an involuntary overseas
extension is imposed, enlisted Marines will be given the opportunity to extend their
enlistment, when otherwise eligible, by a time sufficient to increase remaining service to
more than the minimum period indicated above. Officers will be afforded the opportunity to
extend overseas tours or serve 1 year at a CONUS duty station prior to retirement/separation.
Refer to Chapter 10 SEPARATIONS.

NOTE 6: A Marine's RTD will not be extended for any period of hospitalization (including when
located in CONUS; the term "hospitalization" includes authorized convalescent leave) and
subsequent period of medical hold/observation (including when located in CONUS) which is
directed by competent medical authority. Annual leave taken while in a medical
hold/observation status will not affect this policy. Upon receipt of orders (directing
return to an overseas duty station)or release from medical hold/observation, whichever is
later, a period of 10 days is considered normally sufficient for the Marine to be returned to
the overseas duty station. Any time beyond hospitalization, directed medical
hold/observation, and the 10-day normal return transit will be added to the current RTD as an
adjustment. Exception to the preceding is a Marine who has not been provided the opportunity
to take at least 15 days CONUS leave (either annual or convalescent) during current overseas

tour (including while in CONUS in hospitalized/medical hold status). That Marine may be
authorized annual leave not to exceed 15 days prior to executing PCS orders directing return
to an overseas duty station. That annual leave will not result in an RTD adjustment. (Refer

to Chapter 7 Section 1 LEAVE INFORMATION) .
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TABLE 5-6--REESTABLISH DEAF,

PEBD, ECC, AND EOS DATES.

R A B C D
U
L
E If the enlistment is and the then example
the
1 first enlistment in a | Reserve Optional enlistee assumes a Signed contract on
Reserve component Enlistment Program full 8-year 920601
after 28 November (ROEP) enlisted under | obligation under 10 established:
1989 Component Code K4 U.S.C.; contract date | DEAF 19920601
(6x2), K8 (3x5), K9 establishes DEAF. The | PEBD 19920801
(4x4), or B5 (5x3) contract date plus 8 ECC 20000531
years minus 1 day, EOS 20000531
establishes the ECC,
and EOS. The PEBD is
equal to date entered
AD.
2 (Delayed Entry Marine Corps met the contract 1°% contract

Program) first
agreement to enlist
in USMC enlistee
signs agreement for
poolee, until
preservice
investigation is
completed, at which
time enlistee signs a
new USMC contract

commitments of
contract and the
enlistee signed USMC
contract, was
assigned to AD as
contracted, and is
returning to the IRR
to complete 8-year
military obligation

establishes the DEAF.
The 1°° contract
(USMC) date plus 8
years minus 1 day,
establishes the EOS,
The PEBD is equal to
date entered AD.

establishes:
DEAF 19920601
Discharged
19920905

2d contract USMC
(4Yr)

Signed 19920906
Join ACDU 19920906
PEBD 19920906

ECC 20000531
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Section 6: OFFICER DATES

50600. INTRODUCTION.

1. The various Officer Dates section contains items such as Active Naval Service Base Date,
Military Pilot Designation Date, Date Accepted First Commission, Date of Rank First
Commission Limited Duty Officer, etc. Detailed reporting information is indicated in the

following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
036 000 OFF SVC _ TO | HQ REG N N
086 000 ACNAVSERVBASE | HQ N N
087 001 MIL PILOT DESIG y HQ RES N N
240 000 DATE AFC | HQ RES N N
241 000 DATE RFC | HQ RES N N
*242 000 DATE FLDO| HQ N N
*242 001 DATE FLDO I HQ N N
255 000 SERVICE DATE | HQ N N
296 001 ACDU OFFSERV BASE DATE | HQ REG RES N N
456 000 OPFLY BASE DATE | HQ REG RES N N

* not used
50601. OFFICER SERVICE DATES (TTC 036) .

Report this transaction for a Marine requesting retirement as an Limited Duty Officer (LDO)
with no other previous officer service or previous Warrant Officer service. If an enlisted
Marine requests retirement or transfer to the FMCR and is a former officer, inclusive dates
of service as an officer must be reported. If the Marine requesting retirement is an LDO
with temporary officer service (prior to acceptance of the LDO appointment) this transaction
will be reported.

TTC 036 000 OFF sVC TO |

8-byte from date J

8-byte to date

50602. ACTIVE NAVAL SERVICE BASE DATE (TTC 086).

The Active Service Base Date is a constructed date computed from active naval service
performed as an officer, warrant officer, or enlisted person in the Marine Corps or Navy.

The periods of creditable active naval and Marine Corps service are recorded on the Marine’s
enlistment contract/application and/or appointment acceptance record. The active naval
service control date is computed from this information. This date is entered into MCTFS
after appointment to an LDO grade. This date is the control date governing involuntary
retirement upon completion of 30 years of active naval service for officers designated for
limited duty. The control date should not be confused with the ARMED FORCES ACTIVE DUTY BASE
DATE. Report as follows:

TTC 086 000 ACNAVSERVBASE

8-byte ED (YYYYMMDD) +
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50603. DATE DESIGNATED MILITARY PILOT/NAVAL FLIGHT OFFICER (TTC 087)

This is the date on which the Marine was first designated a naval aviator, naval flight
officer or military pilot in any branch of the Armed Forces. Report as follows:

TTC 087 001 MIL PILOT DESIG HIST: | (CMC (MMOA))

8-byte ED (YYYYMMDD) *

Enter the type of designation
50604. DATE ACCEPTED FIRST COMMISSION (AFC), (TTC 240).

A change or correction of this date will be made only when it is not in agreement with the
Marine's initial appointment acceptance and record form or as authorized by the CMC (MROA).
Report as follows:

TTC 240 000 DATE AFC \
8-byte ED (YYYYMMDD) AFCQ

50605. DATE OF RANK FIRST COMMISSION (RFC), MARINE CORPS (TTC 241).

1. A change or correction of this date will be made only when it is not in agreement with
the Marine's initial Appointment Acceptance and Record or as authorized by the CMC
(MROA/MMPR) . In the case of warrant officers being promoted to CWO2, the change or
correction is made by MMPR. Report as follows:

TTC 241 000 DATE RFC \
8-byte ED (YYYYMMDD)

2. The periods of creditable active naval and Marine Corps service are recorded on the
Marine’s enlistment contract/application and/or Appointment Acceptance and Record. The
active naval service control date is computed from this information. This date is entered
into the MCTFS after appointment to an LDO grade. This date is the control date governing
involuntary retirement upon completion of 30 years of active naval service for officers
designated for limited duty. The control date should not be confused with the ARMED FORCES
ACTIVE DUTY BASE DATE.

50606. SERVICE DATE (TTC 255).

All regular officers who have a service date with the exception of temporary officers, LDO’s
above the grade of captain, warrant officers, women officers and officers commissioned after
15 September 1981. Total commissioned service of a male officer of the Marine Corps who has
served continuously on the active list since appointment in the grade of second lieutenant is
computed from June 30th of the year in which the Marine accepted that appointment. Any
officer who accepts a commission prior to June 30th is service dated as being of that year,
or accepts one subsequent to June 30th is service-dated as being of the next year. Report as
follows:

TTC 255 000 SERVICE DATE |
8-byte year (YYYYMMDD)
50607. ACTIVE DUTY OFFICER SERVICE BASE DATE (TTC 296).

1. This will be the original date of acceptance for officers having continuous active
status, but will be an adjusted date for those having broken officer service.

2. The Officer Service Base Date (OSBD) must be later than the Pay Entry Base Date (PEBD).
This entry can only be reported by the CMC (MMOA-2), MATSG Pensacola, MATSG Corpus Christi,
and MATSG, Meridian, MS.
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TTC 296 001 ACDU OFFSERV BASE DATE

8-byte date (YYYYMMDD) *
50608. OPERATIONAL FLYING TIME BASE DATE (TTC 456).

This TTC will be used to report or correct the Operational Flying Time Base Date (OPFLY Base
Date) and can only be reported by CMC (MMOA-2) MATSG Pensacola, MATSG Corpus Christi, and
MATSG, Meridian, MS. This date will be the same as the Aviation Service Entry Date, except
for those who began flight training before being commissioned. The OPFLY Base Date will be
adjusted to exclude broken aviation service.

TTC 456 000 OPFLY BASE DATE \

8-byte date (YYYYMMDD) Q
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Section 7: DEPENDENT DATA
50700. INTRODUCTION.

1. The different categories of Dependent Data are items such as Adding/Losing a Dependent
family member, Changing a Dependent family member’s Location, etc. Detailed reporting
information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
088 000 DEPN ADD \ HQ REG RES Y N
089 000 DEPN LOSS | HQ REG RES N N
090 000 DEPN LOC | HQ REG RES N N
091 000 DEPN LOC ALL | HQ REG RES N N
100 000 DEPN CERT/RECERT COMPL DATE | HQ N N
407 000 DDLB | HQ REG RES N N
417 000 DGLC | HQ REG RES N N
50701. FAMILY MEMBERS INFORMATION (TTC 088/089/090/091/417).
1. Family Member’s information contained in the MCTFS includes the type of family member,

DOB, present location, geographic location, and date geographic location began of the family
member. The information is to be reported and kept current for all family members as defined
in the DoDFMR, Vol 7A. Refer to MCO P1751.3 for requirements to qualify as a family member.

a. To add a family member, report the following statement:

TTC 088 000 DEPN ADD \

A A A 4 A
Relationship Code J

from MCO P1080.20
12-byte First Name

l-byte Middle Initial

20-byte Last Name
(Report a 4-byte cadency code one space after
last character in last name)

8-byte DOB (YYYYMMDD)

3-byte County Code
(or foreign country numeric code)

3-byte numeric State Code
(or foreign country alpha code)

4-byte City Code

8-byte ED of DEPN ADD (YYYYMMDDD)

Note: Use a HIST statement to report a location if the county/parish is unknown.
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b. To report the loss of a dependent family member, report as follows:

TTC 089 000 DEPN LOSS |

Relationship Code f T A A A A

from MCO P1080.20
12-byte First Name

l-byte Middle Initia®

20-byte Last Name
(Report a 4-byte cadency code one space
after the last character in the last name.) |

8-byte DOB (YYYYMMDDD)

l-byte Reason for Loss Code

8-byte ED of DEPN ADD (YYYYMMDDy
NOTE: CMC reports Reason for Loss codes M = Income over 50% and N = Fail to Recertify.
c. Report the following statement to change a family member’s location.

TTC 090 000 DEPN LOC \

T A A A A A
Relationship Code

from MCO P1080.20
12-byte First Name

l-byte Middle Initial

20-byte Last Name
(Report a 4-byte cadency code one space
after the last character in the last name.)

8-byte DOB (YYYYMMDDD)

3-byte County Code
(or foreign country numeric code)

3-byte Numeric State Code
(or foreign country Alpha code)

4-byte City Code
Note: Defense Eligibility Enrollment Reporting System (DEERS) information will match MCTFS.

2. Use the following statement when the new location is the same for all dependent family
members:
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TTC 091 000 DEPN LOC ALL |[HIST: |

A
3-byte County Code +

(or foreign country numeric code)
for new location

2-byte numeric state code
(or foreign country alpha code)

4-byte City Code

If code cannot be completely constructed
use history statement

a. The computer record can accommodate 10 dependents. If an 11th dependent is reported
the entry will be rejected. Immediately following this entry on the Advisory Report will be
five additional lines, each containing two dependent entries. An English description will
follow the last entry. The individual Marine must determine if any of the dependents should
be deleted. The following EXAMPLE is provided:

01 DEPN ADD LS (19710515) 16323

02 W04003071630231.S19910922163023
03 LS580615163023LD19920710163023
04 LD600522163023LS19930201163023
05 LD6207041630231L.D19890813163023
06 LD640909163023LS19880607163023

Advisory message, "CANNOT ACCEPT NEW DATA. MASTER RECORD CONTAINS MAXIMUM. REPORT DELETE
AND RESUBMIT LATEST ADDITIONAL ONLY."

NOTE: The dependent information from the record does not contain spaces. The following is
provided to aid the RU's in reading this information:

02 wWO 19750307 163 0 23 LS 19920922 163 0,6 23

f

Relationship
Date of Birth

Location (County)

Zero will always appear between the county and state
Location (State)

b. Correcting dependent family member information.

(1) If a family member is not shown in the MCTFS record, report a DEPN ADD statement
to add the dependent family member to the record.

(2) If a family member is shown in the MCTFS record, but is not a family member of
the Marine, contact the local MISSO for assistance in removing the family member from the
record.

(3) Dependents that are approved by CMC must be removed by CMC (RUC 548XX). This
entry will delete the dependent family member from the dependent information in the MCTFS and
build a new remark that will contain the dependent family member information and the
effective date of the loss.

c. If the DEPENDENT TYPE or DOB is incorrect, report a DEL/ADD with a DEPN ADD
statement. Report the family member information that is currently resident on the MCTFS
record in the DEL portion of the statement. Report the correct family member information in
the ADD portion of the statement. Do not report a DEPN LOSS to correct erroneous family
member information such as type or DOB.
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50702. DATE DEPENDENTS LOCATION BEGAN (DDLB) (TTC 407).

The data element DDLB is the date that the Marine physically locates dependent family member
who are entitled to transportation at Government expense in the same geographical area as the
Marine's duty station or in any other geographical area which represents a change from the
dependent family member' previous location. DDLB will be reported on the UD at the time the
information becomes known to the RU. This date is used by personnel monitors at CMC
(MMOA/MMEA) in conjunction with family member location data to manage the PCS budget. Use
the following statement to report DDLB per Table 5-9:

TTC 407 000 DDLB \

8-byte ED (YYYYMMDD)

50703. DEPENDENTS GEO-LOCATION CODE (DGLC) (TTC 417).

1. The data element identifies the geographic area to which the Marine's dependent family
member are located. The first three bytes of the ZIP code for the area where the dependent
family member are located will be reported as the DGLC. This element also identifies the
location of family member's acquired through marriage, adoption, or other action during the
course of a Marine's current tour of assigned duty. The DGLC is used in conjunction with the
Marine's Advanced Geo-Location Code (AGLC) and Geo-Location Code (GLC) for DoD personnel
turbulence reporting requirements. The DGLC appears on the BIR as an audit item, subject to
field change. The DGLC is taken into consideration when determining the Marine's future
assignment. Report as follows:

TTC 417 000 DGLC

First 3-bytes of the

ZIP code for the area
where the dependent family
member is located

2. Reporting of family member’s information is required upon:

a. Acquisition of a New or Additional Family member. This is reported when the
dependency BAH application is approved by the local commander. Addition of dependent family
member resulting from dependency determination by the CMC is reported by the CMC (MHP) at the
time determination is made. A separate UD statement is required to report each family
member.

b. Loss of a dependent family member. Loss of a family member could occur as a result
of divorce, death, marriage of children, or children no longer qualifying as a family member
because of their age. Loss of all dependent family members is reported per above. Dependent
loss for family members which require dependency determination by the CMC (MHP-20) will be
input by the CMC (MHP-20) from information provided by CO's as required by MCO P1751.3. The
CMC (MHP-20) will report DEPN LOSS when annual dependency determination results in the loss
of a parent, as well as, upon notification of dependent family member loss by unit
commanders.

c. Change of dependent family members Location. A nine character code is used to
indicate location. This code is used as follows:

(1) Locations within one of the 50 states are reported by using a nine-character
county/state/city code. The first three characters represent county or parish, the next two
represent the state code, and the last four represent the city, as shown in the reference.
For example, Detroit, Michigan is in Wayne County. The code for Wayne County is 163. The
code for Michigan is 26. The code for Detroit is 1260. The nine-character code to report
location in Detroit, Michigan is 163261260.

(2) Locations outside the 50 states use geographical codes. The first three
characters are always the numeric code and the next two characters are the geographical code
as shown in the reference. For example: the code for Calcutta is 3000, India is IN. The
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nine character code to report Calcutta India is 455IN3000.
(3) When the location is classified, the UD remark will report 000ZZ0000 as the nine
character code.

(4) When the dependent location or appropriate code is unknown, use zeros to complete
the nine character code. For example, if the location is unknown, the code would be
000000000. If the state were known, but the county is not known, the first three characters
would be 000, followed by a valid two character state code and the four byte city code if
known, or zeros. Whenever location or code is unknown (and zeros are used), report the
actual location or circumstances in a historical statement.

3. When reporting dependent family member information, it is necessary to positively
identify the dependent family member. This is why it is necessary to report type of
dependent, DOB and location. Type of dependent family member is reported by use of the
appropriate abbreviation from MCO P1080.20.

70504. DEPENDENT CERTIFICATION (TTC 100).

1. Credit of BAH for dependent family members that cannot be approved by the Unit Commander
under MCO P1751.3 must be Certified and reported by CMC (MHP-20). Once approved by CMC, see
Chapter 8 to report appropriate BAH information.

DEPENDENT CERTIFICATION CODE DESCRIPTION

0 (Zero) None

B Dependent Child

F Father

L Guardian who stood in Loco Parentis

M Mother

5 Mother in Law

6 Father in Law

8 Ward Legal custody by Court Order

Y Son or daughter over 21 years, Incapacitated
or Full Time-Support

TTC 100 000 DEPN CERT/RECERT COMPL DATE \

l-byte dependent

certification code
8-byte ED (YYYYMMDD) member certified/re-certified

NOTE 1: Entitlement to BAH for Father, Mother, Mother-In-Law, Father-In-Law, Son or Daughter
(over 21 years, incapacitated or full-time student), LOCO Parentis (Mother, Father or Guardian)
and Ward (female or male) may only be reported by CMC.

NOTE 2: When a change, add, or delete dependent family member statement attempts is
illogical; for example, deletion of a dependent family member not present on the CMF or the
addition of an 1lth dependent family member, the statement will fail. After analysis of the
dependent family member information contained on the CMF, the appropriate change must be
resubmitted.

2. Correction of erroneous information in the MCTFS record:

a. If a dependent family member is not shown in the MCTFS record, report a DEPN ADD
statement to add the dependent family member to the record.

b. If a dependent family member is shown in the MCTFS record, but is not a dependent of
the Marine, report a DEPN LOSS statement to remove the dependent family member from the
record.

c. If either dependent TYPE or DOB is incorrect, take the following action to remove the
erroneous information and enter the correct information:
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(1) Report the appropriate DEPN LOSS statement. ALWAYS PRECEDE THE DEPN LOSS
STATEMENT WITH AN ACTION DATE THAT IS EARLIER THAN THE UD DATE. For example, if the date of
the UD is 20001002, the action date for the DEPN LOSS statement must be 20001001 or earlier.

(2) Report a DEPN ADD statement to reenter the dependent family member with the
correct information.
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TABLE 5-7--DATE DEPENDENTS LOCATION BEGAN

(DDLB) .

R A B C D
U
L
E If the Marine is and then TTC
an
1 initial join for has no dependents the Marine will not have a DDLB
recruit training
2 has dependents the DDLB will be one day after
the join date at the Marine's
first duty station after recruit
training and schooling
3 AD member acquires a dependent | the DDLB will be the date the
for the first time dependent was acquired
4 moves dependents at the DDIB will be the date the
Government dependents arrived at the new
location
5 acquires or the Marine will not have a DDLB
relocates a spouse if no other dependents are
on AD in the U.S. involved
Armed Forces
6 loses the eligible report DDLB 000000 | 407 000

dependent; for
example, death or
divorce
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Section 8: TEST SCORES

50800. INTRODUCTION.

1. The different categories of Test Scores are Armed Forces Qualification Test, General
Classification Test, Defense Language Aptitude Battery Test, Aptitude Radio Code Test, Armed
Services Vocational Aptitude Battery Test, etc. Detailed reporting information is indicated

in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR
202 003 AFQT ASVAB _ PCT | HOQ N N
204 003 GCT TOTAL RV AC AR PA | HQ N N
204 004 GCT DELETE TDATE | HOQ N N
210 001 EDPT SCORE \ HQ N N
213 000 DLAB TEST DATE \ HOQ N N
214 002 EDPT DELETE] HQ N N
222 001 ARC TEST DATE | HOQ N N
232 000 ARC DELETE | HQ N N
264 000 ADAPT TEST FORM TOT ACH  DEPADJFAK \ HO N N
271 000 ASVAB GSARWKPC NOCSASMK MCEI \ HO N N
271 001 ASVABS5V HS GINOADWK __ ARSPMKEI _ MCGSSIAI | HQ N N
271 002 AT 6/7 GINOADWK __ ARSPMKEI _ MCGSSIAI _ CMCACECC __ | HQ N N
271 003 ASVAB8 MEPS GSARWKPC __ NOCSASMK __ MCEI | HQ N N
271 004 CASVAB 01C GSARWKPC  NOCSASMK MCEIGTMM CLEL | HO N N
271 005 CASVAB 02C GSARWKPC __ NOCSASMK MCEIGTMM CLEL | HQ N N
271 006 AFCT RETEST GSARWKPC NOCSASMK MCEI | HQ N N
271 007 AFCT DELETE TDATE \ HQ N N
271 008 ASVAB 10 MCRD ARWKCMC  NO | HO N N

50801. ARMED FORCES QUALIFICATIONS TEST (AFQT) (TTC 202).

This transaction is reported to update the AFQT Form Number, AFQT Score fields, and is
reported by RUC’s 54803, 32093 and 34030. Report as follows:

TTC 202 003 AFQT ASVAB PCT |

3-byte T

form number

2-byte percentile
50802. GENERAL CLASSIFICATION TEST (GCT) (TTC 204).

Administration of the GCT is limited to commissioned and warrant officers only. Report as
follows:

TTC 204 003 GCT TOTAL RV AC AR PA \

8-byte ED (YYYYMMDD) T
Date of test

3-byte “standard” score, if less
than 100 precede with a ‘0’ (zero)

NOTE: If the date recorded in the RU’s records is shown as year and month only, then
report the day as 01 (for EXAMPLE, 20000801).
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TTC 204 004 GCT DELETE TDATE \

8-byte ED (YYYYMMDD) of test 4

50803. DEFENSE LANGUAGE APTITUDE BATTERY (DLAB) (TTC 213).

1. The DLAB is designed to identify individuals having an ability to learn a foreign
language. Report as follows:

TTC 213 000 DLAB TEST DATE

3-byte “standard” test

score, if less than 10,
precede with ‘00’ (two zeros)
8-byte ED (YYYYMMDD)

(Date of test)

2. To delete DLAB scores report the following:

TTC 213 000 DLAB 000 TEST DATE
Enter zeros to T
delete score

8-byte ED (YYYYMMDD) of test

NOTE: If the date recorded in the RU’s records is shown as year and month only, then report
the day as 01, for EXAMPLE, 20000801.

50804. ARMY RADIO CODE (ARC) (TTC 222/232).

1. The ARC is designed to measure aural abilities and sound recall. Report as follows:
TTC 222 001 ARC TEST DATE \
3-byte test score, if less

than 100 precede with a
Zero

8-byte ED (YYYYMMDD) of test

2. To delete ARC report as follows:
TTC 232 000 ARC DELETE |
8-byte DOA (YYYYMMDD)

50805. TEST DATA

1. If any classification/language test information is missing or incomplete, forward
corrective action to the CMC (MA) a certified true copy of the following source document:
Classification Tests - DD Form 1966/1; Language Tests - DA Form 330. If these are not
available, verify classification/language scores within CICS. Refer to MCO 1230.5 for
specific guidance.

2. Accurate classification testing information within the MCTFS is imperative, since
classification test scores are a vital prerequisite for reenlistment, lateral moves,
commissioning programs, etc. Test scores must be resident in the MCTFS to be considered
"Official Scores of Record". 1In order to be used for classification and assignment purposes.
No action can be taken on AA tests, ACB61l, or GCT (enlisted) scores which were used prior to
inception of the ASVAB.
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50806. ARMED SERVICES VOCATIONAL APTITUDE BATTERY (ASVAB) (ENLISTED ONLY) (TTC 271).

1. On 1 October 1984, the ASVAB was replaced by the Armed Forces Classification Test (AFCT)
(i.e., General Technical (GT), Electronics (EL), Mechanical Maintenance (MM), Clerical (CL)
for in-service re-testing). Both the ASVAB and AFCT scores are resident in the MCTFS record
and are input and maintained by CMC (Code MA).

2. ASVAB/AFCT scores will be reported on the following occasions:

a. Upon reenlistment following separation from AD if separation is not in excess of 180
days.

b. Upon reestablishment of a missing record from the MCTFS data base.
c. Upon reconciliation of existing test score discrepancies.
d. Retest.
3. To report “RAW” ASVAB 8/9/10/11/12/13/14/15/16/17/18/19/20/21/22 report as follows:

TTC 271 000 ASVAB GSARWKPC NOCSASMK MCEI \
8-byte ED (YYYYMMDD) of test 4 4 4

3-byte A/N test type. Only valid
test types shown:,

8A, 8B, 9A, 9B, 10A, 10B, 10X, 10Y, 11A,
11B, 11F, 11G, 12A, 12B, 12F, 126G,

13a, 13B, 13C, 13F, 13G, 15a,

15B, 15C, 15E, 15F, 15G, 15H, 16A, 16B,
l6F, 116G, 17A, 17B, 17F, 17G, 18A,

18B, 18C, 18F, 18G, 18H, 19A, 19B, 19F,
19G, 20A, 20B, 21A, 21B, 22A, 22B

8-byte “RAW” test score in the sequence of test
taken. If less than 10 precede with ‘0’ (zero)r=

4-byte “RAW” test score in the sequence of test taken.
If less than 10 precede with ‘0’ (zero). (i.e., 8 will be
reported as 08)

NOTE: If the date recorded in the RU’s records is shown as year and month only, then report
the day as 01.

4. To report RAW AFCT scores report the following:
TTC 271 006 AFCT RETEST GSARWKPC NOCSASMK MCEI |

A A
8-byte ED (YYYYMMDD)
of test

3-byte A/N test type

8-byte “RAW” test score in the sequence of test
taken. If less than 10 precede with zero.
(i.e., 8 will be reported as 08)

4-byte “RAW” test score in the sequence of test taken.
If less than 10 precede with zero.




5. To

a.

NOTE:
report

b.

50807.
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delete AFCT scores report as follows:
TTC 271 007 AFCT DELETE TDATE |
8-byte ED (YYYYMMDD) of test

To enter CAT-ASVAB scores report as follows:

TTC 271 001 ASVABS5V HS GINOADWK  ARSPMKEI = MCGSSIAI |

TTC 271 003 ASVAB8 MEPS GSARWKPC  NOCSASMK  MCEI |

TTC 271 002 AT 6/7 GINOADWK _ ARSPMKEI = MCGSSIAI __ CMCACECC
Score 1 +

Score 2

Score 3

Score 4

TTC 271 004 ___ CASVAB 01C GSARWKPC _ NOCSASMK MCEIGTMM CLEL
TTC 271 005 ____CASVAB 02C GSARWKPC _ NOCSASMK MCEIGTMM CLEL

8-byte EDQ 4 4

(YYYYMMDD) of test

8-byte “RAW” test scores in the
sequence of the test

10-byte “RAW” test scores in the sequence if
the test indicated

6-byte “RAW” test scores in the sequence of the test indicated

If the date recorded in the unit’s records is shown as year and month only, then
the day as 01, for example, 20000801.

Recruit Depots report ASVAB retest scores using the following statement:
TTC 271 008 ASVAB 10 MCRD ARWKCMC NO |

Score 1 +

Score 2

DEPARTMENT OF DEFENSE ADAPTABILITY SCREENING TEST (DoD ADAPT) (TTC 264).

The DoD Adaptability Screening Test is administered at the MEPS to all applicants for the
Armed Forces beginning in 1990. These data elements are controlled by CMC. Report as
follows:



NOTE:

50808.

TTC 264 000

8-byte ED
(YYYYMMDD) of
test

3-byte A/N test
form number

ADAPT TEST FORM TOT ACH
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DEPADJFAK

A A

3-byte “RAW” test score, if less than
100 precede with a zero, if less than

10 precede with two zeros

6-byte “RAW” test scores in the sequence of test

If less than 10 precede with a zero

If the date recorded in the unit’s records is shown as year and month only, then
report the day as 01, for EXAMPLE, 20000801.

ELECTRONIC DATA PROCESSING TEST

(EDPT) (TTC 210/214) .

1. The EDPT is an aid in the selection of personnel for training in the data processing

field.

NOTE:

Report as follows:
TTC 210 001

3-byte test score, if less
than 100 precede with a =zero,
if less than 10 precede with
two zeros for example, 99 will
be reported as 099 and 8

will be as 008

EDPT SCORE

8-byte ED (YYYYMMDD) of test

delete EDPT scores report as follows:

TTC 214 002

8-byte DOA (YYYYMMDD)

If the date recorded in the RU’s records is shown as year and month only,

the day as 01 (i.e., 20000801).

EDPT DELETE]|

then report
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Section 9: MILITARY SKILL
50900. INTRODUCTION.

1. The different categories of Military Skill are those items that pertain to Military
Occupational Specialty (MOS), such as Training School Obligation Date, Supplementary MOS,
Primary MOS, Additional MOS, Projected Training Completion Date, etc. Detailed reporting
information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
060 000 TRAIN SCH OBG HOQ N N
168 000 REQ SMOS HQ REG N N
169 000 SMOS | HQ REG N N
171 000 IMOS | HQ N N
176 000 PRIMARY MOS ED | HQ REG RES Y Y
176 001 CONVERT MOS TO ED \ HQ N N
176 002 ADMOS CODE ED \ HQ REG RES N Y
176 003 PRIMARY MOS VOID ED | HQ N Y
176 004 ADMOS VOID ED | HQ REG RES N Y
177 000 BILMOS | HQ REG RES N N
177 001 CONVERT BILMOS | HQ N N
194 000 JMOS FR TO MCC ED HQ N Y
194 001 JMOS ED | HQ N Y
418 000 FST COMPL | HQ REG RES N N
418 001 MOJT COMPL | HQ REG RES N N
418 002 OJT COMPL | HQ REG RES N N
419 001 PCTD __ IMOS | HQ REG RES N N

50901. TRAINING/SCHOOL OBLIGATION DATE (TTC 060).

This establishes the termination date (pay-back-date) of military obligation associated with
personnel who participated in Marine Corps-sponsored education or training in excess of 20
weeks. The termination date is determined from the graduation date or training completion
date and the length of obligation incurred with specific programs. Report as follows:

TTC 060 000 TRAIN SCH OBG | (CMC (MMOA) )
l-byte training school T
obligation code

8-byte ED (YYYYMMDD) termination
of the obligation

50902. MILITARY OCCUPATIONAL SPECIALTY (MOS) (TTC 168/169/176).

1. The Marine's MOS 1is a numeric code denoting the military occupational skills and
qualifications of the Marine.

2. MOS's are assigned to Marines per instructions contained in MCO P1200.7. Refer to MCO
P1000.6, chapter 2 for officer MOS changes and chapter 3 for enlisted MOS changes. When a
SMCR member joins a unit and does not possess the hard skill MOS for the billet in which he
is filling, report a basic MOS as the primary MOS per MCO P1001R.1.

3. The number of individuals who have a training Primary Military Occupational Specialty
(PMOS) on file without a corresponding Intended MOS the system allows for late reporting of a
hard skill PMOS by school commands after a member is transferred. Zeros will no longer post
to the Intended MOS.
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4. Those Marines in the Enlistment Bonus Program (EBP) (refer to Chapter 9, Section 12
BONUS) will be assigned a primary MOS per requirements set forth in MCO 1130.57.

5. The RU may report the change of an officer's basic MOS to its related Primary MOS only
(i.e., 0301 to 0302 or 6501 to 6502). Additional MOS’s cannot be changed by the RU. Refer
to MCO P1000.6 for additional information.

6. Upon promotion to SSgt, the MOS is not automatically changed to the appropriate MOS (ie.,
0193, 0369, 3529, etc.). When a Marine is promoted above the grade ceiling for the PMOS held
commanders will change the Marine’s PMOS to the career progression MOS unless the MOS manual
specifically requires completion of career progression training prior to assigning that MOS.

TTC 176 000 PRIMARY MOS ED \

4-byte Primary MOS +

8-byte ED (YYYYMMDD)

NOTE: Corrections to a Primary MOS may be made utilizing the DEL/ADD method, or DEL/ERR. Do
not report 4 zero’s (0000) for the ADD portion of the DEL/ADD statement. When DEL/ERR is
reported the Primary MOS from the remark, if any, with the latest assignment date will move
up and replace the PMOS that was deleted.

50903. ADDITIONAL MILITARY OCCUPATIONAL SPECIALTY (ADMOS) (TTC 176).

MCTFS will store up to twelve ADMOS occurrences along with an effective date for each ADMOS.
This information is displayed on the MCTFS TMOS/TBIR screens and the MOS 144 remark. The
ADMOS for an officer can be updated by the following RUC’s only: 06015, 06041, 06050, 06080,
06116 and CMC RUC’s 548XX and 88740. Report as follows:

TTC 176 002 ADMOS CODE ED

4-byte numeric MOS f

l-byte numeric ADMOS designator
code (See NOTE)

8-byte ED (YYYYMMDD)

NOTE: Report a ‘1’ to post as 1°° ADMOS, ‘2’ to post as 2" ADMOS, and a ‘0’ (zero) to post
as any other ADMOS. These are the only valid codes acceptable.

TTC 176 004 ADMOS VOID ED \

4-byte numeric MOS

8-byte ED (YYYYMMDD)

50904. SUPPLEMENTARY MILITARY OCCUPATIONAL SPECIALTY (SMOS) (TTC 168/169).
1. This alternative means of increasing officer allocations to traditionally short MOS’s.
An SMOS will be allocated to each unrestricted officer selected to the grade of Captain, in a

separate proceeding after the selection process has been completed.

2. An SMOS will not be reported on enlisted Marines, Warrant Officers, Chief Warrant
Officers, or Limited Duty Officers.

a. To request the SMOS report the following:

TTC 168 000 REQ SMOS | (CMC (MMOA))

4-pbyte 1°7,2"°, 3F° sMos * * *
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b. To approve the SMOS report as follow:
TTC 169 SMOS | (CMC (MMOA) )
4-byte SMOS J
50905. VOID PRIMARY MOS (TTC 176).

When void is reported by CMC, the Primary MOS will post to the MOS 144 RMK with the void date
and send an advisory to the RU. Report as follows:

TTC 176 003 PRIMARY MOS VOID ED

4-byte numeric MOS

8-byte ED (YYYYMMDD)

50906. PROJECTED TRAINING COMPLETION DATE (PTCD)/INTENDED MILITARY OCCUPATIONAL SPECIALTY
(IMOS) (TTC 419).

1. The PTCD and IMOS are used by the CMC (MMEA) to project the future MOS of personnel in
the training pipeline to plan for assignment.

2. For those personnel attending initial MOS formal school training, the PTCD/IMOS will be
reported by the RU. This information will be reported when the anticipated school completion

date and MOS to be assigned upon completion of the formal schooling is known.

3. Upon assignment to OJT and MOJT, an PTCD/IMOS will be reported by the RU to which the
Marine is assigned for training.

TTC 419 001 PTCD IMOS

8-byte ED (YYYYMMDD)
anticipated completion

4-byte valid MOS immediately
followed by a one-character

alpha code; for example, ‘A’ or ‘B’
as appropriate; for example, 0131

NOTE: Upon assignment of IMOS as a primary MOS, 157 additional MOS or 2™ additional MOS, the
IMOS will be zeroed out.

50907. CONVERT MOS (TTC 176 001).
Report converting a Primary or Additional MOS as follows:
TTC 176 001 CONVERT MOS TO ED

4-byte numeric OLD MOS

4-byte numeric NEW MOS

8-byte ED (YYYYMMDD)

50908. INTENDED MILITARY OCCUPATIONAL SPECIALTY (IMOS) (TTC 171).

The IMOS identifies the PMOS designation trainees will receive above the basic level
(recruits not included) upon completion of formal schools, OJT, MOJT, or field skill training
(F'ST) .
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TTC 171 000 IMOS | (CMC (MMOA/MMEA/RAM) )
5-byte Intended MOS
50909. BILLET MOS (BILMOS) (TTC 177).

1. Report the billet MOS for the T/O billet currently being filled by the Marine. The
billet MOS for Marines filling a T/0 billet must be a valid MOS contained in MCO P1200.7.

All Marines filling a T/O billet will be assigned the billet MOS for that T/O line, even if
the number of Marines assigned to the billet is in excess of the billets authorized for that
line. However, an enlisted Marine will not be assigned an officer's MOS as a billet MOS even
though serving in an officer billet. Report 9916 for enlisted Marines serving in officer
billets. Enlisted personnel can be assigned any enlisted MOS as a billet MOS while serving
in that billet; for example, a SSgt serving in a 1lstSgt billet can be assigned a billet MOS
9999. A basic MOS will not be assigned as a billet MOS.

2. Personnel attending formal schools normally are carried in a nonchargeable status,
strength category ‘A’. Report billet MOS as four zeros. These Marines will be further
identified in the MCTFS by reporting the IMOS when it is known which MOS will be assigned
upon completion of the formal school.

3. In addition to the circumstance referred to above, BILMOS 0000 will also be reported for
a Marine whose status is changed from chargeable to not chargeable. Report the appropriate
billet MOS when the Marine is returned to a chargeable status.

4. Marines assigned on-the-job-training (OJT) and managed on-the-job training (MOJT) will be
assigned a billet MOS of the MOS they are filling and the IMOS will be reported. Report as
follows:

TTC 177 000 BILMOS \
4-byte Billet MOS J
or
TTC 177 001 CONVERT BILMOS \ (CMC (MMOA/MMEA-ONLY) )

4-byte Billet MOS
50910. ACTUAL TRAINING COMPLETION DATE (ATCD) (TTC 418).

The date indicates a Marine completed training and qualified for assignment of a PMOS. This
date may be used in conjunction with date joined for training to determine actual training
time from recruit graduation to MOS qualification. The following statements will
automatically generate the ATCD:

TTC 418 000 FST COMPL |
TTC 418 001 MOJT COMPL |
TTC 418 002 O0JT COMPL |

8-byte ED (YYYYMMDD) or
zeros, 1f appropriate

50911. JOINT MILITARY OCCUPATIONAL SPECIALTY (JMOS) (TTC 194).

1. Marine officers who have been assigned to a joint billet, will have the below information
input by the CMC (MMOA).
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TTC 194 000 JMOS FR TO MCC ED |
4-byte JMOS + 4
8-byte FROM ED (YYYYMMDD)
8-byte TO ED (YYYYMMDD)
3-byte MCC from MCO P1080.20
8-byte ED (YYYYMMDD)
2. When an individual has attended a joint military school but has not been assigned to a

designated joint billet, report as follows:
TTC 194 001 JMOS ED \

4-byte JIMOS Q

8-byte ED (YYYYMMDD)
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Section 10: MILITARY EDUCATION (SCHOOL DATA)
51000. INTRODUCTION.

1. This section contains information about School Data. Detailed reporting information is
indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
083 000 STRT SCOL | HQ REG RES N N
097 000 SCOL COMPL GRADE | HQ REG RES N N
097 001 SCOL DELETE | HQ REG RES N N
097 002 SCOL INCOMPL y HQ REG RES N N
254 000 MONTHS ATTENDED SERV ACAD | HQ N N
499 014 LOC SCOL COMPL _ LOCATION _ED | HQ REG RES N Y

51001. FORMAL SCHOOLS (TTC 083).

1. When a Marine is joined (TTC 021) "for duty as a student" or for temporary duty as a
student, or attached by an RU for "TAD as a student", the formal school code is included in
the UD statement. Refer to Chapter 6.

2. Formal service schools information will be reported on members of another service or
country and civilian personnel while attending a formal service school. The Training
Information System (TIS) will use this data reported via MCTFS to determine student loading
and course costing totals.

3. When the Marine starts a formal school after being joined or attached for another reason,
or of the second or subsequent formal school attended. For EXAMPLE, a Marine is joined as a
student at a Baker school, code ‘33A’. Upon completion, the Marine attends Bakery Management
school (gate ‘33B’). When completion of the first school is reported, then the STRT SCOL
code ‘33B’ would be reported. Report as follows:

TTC 083 000 STRT SCOL |
8-byte ED (YYYYMMDD)
(actual) class start

3- byte Formal school code
(from MCO P1080.20)

4. The computer record can accommodate twelve formal schools completions. If a thirteenth
completion is reported, the entry will be rejected. For enlisted Marines, the unit commander
must determine if a previously entered completion was less important and should be deleted in
order to accommodate the current completion. Immediately following this entry will be two
additional lines of information. Each line will contain six service school codes and the
completion dates. An English description of the condition will follow the last line. The
following EXAMPLE is provided:

(Statement reported on UD) 01 SCOL RHA COMPL
(Twelve formal schools that 02 RB163 RBE63 RKR64 CBC65
are currently in the record) 03 TOl66 T5067 T6868 XRH69

04 ABC81 BCA82 CAB83 BACS84

"CANNOT ACCEPT NEW DATA. MASTER RECORD CONTAINS MAXIMUM. REPORT DELETE AND
RESUBMIT LATEST ADDITIONAL ONLY."
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51002. SCHOOLS (OFFICER/ENLISTED) (TTC 097/499 014).

Formal schools are maintained in the MCTFS record to indicate the formal schools or the
special skills certification completed by the Marine and the year completed. Report as
follows:

TTC 097 000 SCOL COMPL GRADE |HIST: |
A A

8-byte ED (YYYYMMDD)

completion (required)

3-byte Formal school
code from MCO P1080.20

2-byte A/N grade. For scores

of 9 or less, precede the grade with an O;
for example 09, 07. For scores of 10
through 99, report scores. A score

of 100 will be reported as 99. If no
numeric grade is assigned, report ‘PA’ (pass)
or ‘FD’ for (fail)

Title of course
or
TTC 097 002 SCOL INCOMPL |
A
8-byte ED (YYYYMMDD)
class incompletion

Formal school code
from MCO P1080.20

Applicable class incompletion
code shown in MCO P1080.20

51003. LOCAL SCHOOLS (TTC 499 014).

1. Local schools information is used by the unit commander, training officer, and higher
headquarters in identifying those personnel with special qualifications that are not
identified in MCTFS.

2. This transaction also allows the reporting of the completion of any course for which a
service school code or special skills code does not exist; completion of training received in
service schools; or local schools conducted at the division, wing, base, depot, or equivalent
level. 1In addition, it will be utilized to report training received by military or
commercial teams authorized by the CMC or civilian schools when a Marine is ordered to attend
for duty under instruction. Report as follow:

TTC 499 014 LOC SCOL COMPL LOCATION ED

20-byte A/N

school description
(refer to MCO P1080.20)
20-byte A/N school location
(refer to MCO P1080.20)
8-byte ED (YYYYMMDD)

51004. CORRECTING SCHOOLS ON BIR/BTR (TTC 097 001).

1. When correcting school information, always report deletions prior to new schools. When
the school code or the date completed is incorrect, the code must be deleted. Only the year
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completed is maintained in MCTFS.

2. MCTFS can accommodate up to 12 schools. When 13 completions are reported, the entry will
be rejected. For enlisted Marines, the unit commander must determine if a previously entered
completion was less important and should be deleted in order to accommodate the current
completion. Requests for officers will be submitted to CMC (MMOA), refer to MCO P1200.7 for
further instructions. Report as follows:

TTC 097 001 SCOL DELETE |

8-byte ED (YYYYMMDD) f

original completion

Formal school code
from MCO P1080.20

51005. SERVICE ACADEMY MONTHS (TTC 254).

The number of months a Marine attended a service academy will be reported by CMC upon
accession into the Marine Corps. Report as follows:

TTC 254 000 MONTHS ATTENDED SERV ACAD | (CMC (MMOA))

2-byte number of months f
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Section 11: MARINE CORPS INSTITUTE (MCI) COURSES
51100. INTRODUCTION.

1. This section contains information about Marine Corps Institute (MCI) Courses. Detailed
reporting information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Codes (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
350 001 ENROLL MCI CRS | HQ Y Y
350 002 REQ ENROLL MCI CRS CORUC HQ REG RES N N
350 003 REQ REENROLL MCI CRS HQ REG RES N N
350 004 REENROLL MCI CRS | HQ N Y
351 000 DISENROLL MCI CRS [ HQ Y Y
351 002 REQ ADMIN DEL MCI CRS REASON | HQ REG RES N N
351 003 ADMIN DELETE MCI CRS | HOQ N N
352 000 MCI CRS COMPL SCORE | HQ Y Y
352 001 SVC CRS COMPL | HQ REG RES N Y

51101. MARINE CORPS INSTITUTE (MCI) COURSES (MCI/MISSO) (TTC 350/351/352).

1. RU's may request enrollment, administrative deletion, or re-enrollment of MCI Courses via
UD entry. MCI enrollments/disenrollments/completions will appear on the RU’s DFR when
reported by CMC (MCI). The unit will verify off-duty education bonus points for LCpl’s and
Cpl’s for composite scores. Refer to Chapter 7, Section 4. Additionally, individual Marines
may request enrollment, re-enrollment or verify status by either calling 1-800-MCI-USMC or
via http://www.mci.usmc.mil. Report as follows:

TTC 350 002 REQ ENROLL MCI CRS CORUC

6-byte MCI CRS number +

Requesting unit's company RUC

or
TTC 350 001 ENROLL MCI CRS | (MCI only)
6-byte MCI CRS number
(first 3 bytes numeric
last 3 bytes A/N)

or
TTC 350 003 REQ REENROLL MCI CRS |
6-byte MCI CRS number from the MCTFS ______f
(course status must be ‘D’)
(Figure 5-2)

or
TTC 350 004 REENROLL MCI CRS |

6-byte MCI CRS number (course status T
must be “D”}
(Figure 5-2)




MCTEFSPRIM

NOTE: 1If the course number is less than 6 characters, fill the field with Z’s. EXAMPLE:
Course number 03.5 is input as 035ZZZ. Course number 1.820 is input as 1820ZZ. Ensure the
correct version of the MCI course is reported.

2. Upon receipt of disenrollment from an MCI course, MCI will report the following to
indicate the Marine is disenrolled:

TTC 351 000 DISENROLL MCI CRS | (MCI only)

8-byte MCI CRS number (course status
must be ‘A')

(Figure 5-2)
3. To request administrative deletion from an MCI course, report as follows:
TTC 351 002 REQ ADMIN DEL MCI CRS REASON |
6-byte MCI CRS number from the MCTFS ‘$
(course status must be ‘A')

l-byte A/N reason code

(Figure 5-2)

4. To administratively delete an MCI course report as follows:
TTC 351 003 ADMIN DELETE MCI CRS | (CMC only)
6-byte MCI CRS number +

5. MCI will report course completion. The MCI completion certificate is the source document
for this transaction. In addition, if the Marine is not currently enrolled in an MCI course
with an active status, this transaction will fail. Report as follows:

TTC 352 000 MCI CRS COMPL SCORE | (CMC 54864)
6-byte MCI CRS number.

First 3 bytes numeric

Last 3 bytes A/N

l1-byte
(Must be A, B, C, D, F)

NOTE: For the reserve component, this statement will not update retirement points,
therefore, report duty correspondence points as shown in Chapter 11, Section 2.

6. For composite score computation purposes MCI courses will be computed per MCO P1400.32.

7. Other Service Correspondence Courses. When a Marine has completed a correspondence
course with another service, Unit Commanders will ensure that the Marine’s completion
certificate is viewed and forwarded to CMC (MCI). There is no requirement to report the
enrollment of other service correspondence courses; however, in all other cases enrollment is
treated like an MCI course and will appear on the TMCI screen. Report as follows:

TTC 352 001 svC CRS COMPL| (CMC 54864)

l1-byte A/N

Service Code (A,F,N or P)

A - Army

F - Air Force

N - Navy

P - National Guard

20-byte A/N course description
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MCI COURSE DELETION CODES
REASON

Correction of student record (within 120 days of enrollment).

Ordered to formal school that lasts longer than 6 months (civilian or
military) .

Ordered to formal school which covers the same subject matter.

In receipt of orders to, or serving in, a combat zone.

Never requested enrollment (within 90 days of enrollment date).
Hospitalized, confined CC/Brig, IHCA, IHMA, IHFA

course status codes from the MCTFS TCMI shown below:

STATUS CODE

N RO

REMARK

Active

Disenrolled

Failed (score will be present)
Reenrolled

Completed (score will be present)

Figure 5-2—MCI COURSE DELETION CODES
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Section 12: UNIT TRAINING
51200. INTRODUCTION.

1. The different categories of Unit Training are those items such as Driver Improvement
School, Physical Fitness Test, Basic Skills Training/Essential Subjects Test, Water Survival
Qualification, Anti-terrorism/Force Protection Training, Gas Chamber, etc. Detailed
reporting information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR
205 000 DRIVER IMP SCOL | HQ REG N N
335 000 MARKS PRO. . CON . OCC__ED | HQ REG RES Y Y
481 006 PFT | HQ REG RES N N
481 007 PFT MED] HQ REG RES N N
481 009 PFT RNT| HQ REG RES N N
481 010 PFT PAR| HQ REG RES N N
481 011 PFT FAIL| HQ REG RES N N
482 005 BST/EST OF | HQ REG RES N N
482 006 BST/EST NOT REQ] HQ REG RES N N
486 000 WATER SURVIVAL QUAL | HQ REG RES N N
486 001 WATER SURVIVAL QUAL 5 \ HQ REG RES N N
486 002 WATER SURVIVAL QUAL 6 \ HQ REG RES N N
489 000 ANN AT/FP TRNG ED | HQ REG RES N N
489 001 DEPLOY AT/FP TRNG ED | HQ REG RES N N
489 002 ARMS/AMMO/EXPL SCREENED ED | HQ REG RES N N
489 003 CLASS INFO NDA EXECUTED ED | HQ REG RES N Y
489 004 AUTH TO WEAR ED | HQ REG RES N Y
489 005 ISS PERMIT _ EQUIP EXP RESTR _ ED | HQ REG RES N Y
489 006 PERMIT RENEWED EXP ED | HQ REG RES N Y
489 007 PERMIT UPGRAD _ EQUIP EXP RESTR __ ED | HQ REG RES N Y
499 005 HIV EDUCATION LECTURE \ HQ REG RES N N
499 007 GAS CHAMBER | HQ REG RES N N
499 008 DRUG LECTURE | HQ REG RES N N
499 009 SECURITY LECTURE | HQ REG RES N N
499 010 INTEL TRAINING | HQ REG RES N N
499 011 LEADERSHIP TRAINING | HQ REG RES N N

51201. DRIVER IMPROVEMENT SCHOOL (TTC 205).

Driver improvement education is mandatory for all Marines under the age of 26. Refer to MCO
11240.66 Standard Licensing Procedures for Operating Military Motor Vehicles for requirements
of this school. Report as follows:

TTC 205 000 DRIVER IMP SCOL |

l-byte code from MCO P1080.20

51202. PHYSICAL FITNESS TEST (PFT) (TTC 481).

1. The PFT class and scores are for use by commanders, and CMC (MMPR) to compute composite
scores for LCpl’s and Cpl’s eligible for promotion. For AD Marines, PFT scores dated more
than 1 year older than the date of composite score calculation will not be used by the
automated composite score system. For reserve Marines, the PFT score must be within 2 years
of the date of the composite score calculation to be utilized.
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2. Units will report the scores of an “officially” scheduled semi-annual PFTs or a partial
PFT as appropriate. Report as follows:

TTC 481 006 PFT |

3-byte numeric PFT scoreJ

NOTE: Use an Action Date only when the test was taken (or not taken) in a quarter other than
that in which it is reported.

3. Only one PFT will be reported per semi-annual period. Absolutely NO re-tests or remedial
scores will be reported/entered on the unit diary. Report as follows:

TTC/SEQ STATEMENT DESCRIPTION
481 007 PFT MED| Medically excused (Marines other than LCpl or Cpl)
(see NOTE below)
or
481 009 PEFT RNT | Required, but not taken
or
481 010 PFT PAR| Passed partial PFT (Marines other than LCpl or Cpl)
(see NOTE below)
or

481 011 PFT FAIL| Failed PFT
NOTE: For LCpl’s and Cpl’s who take a partial PFT, or are medically excused from taking the
PFT, report the event(s) from the previous PFT using TTC 481 006. EXAMPLE: If a Marine is
medically excused from the pull-ups, the unit must report a PFT score using the previous
score for that event in addition to the other points for the events that were not excused.
If the portion(s) of the previous PFT being used to supplement the current PFT were not
passed, report FAILED PFT.
4. The PFT will be displayed in MCTFS as follows:
PFT DATE: YYYYMM
PEFT SA: CALENDAR YEAR HALF [l:l“(lJan—3OJune), 2=2d (1July-31Dec) ]
PEFT SCORE: XXX (3 byte)
PFT CLASS: X (1 byte)
1 = 1st Class, 2 = 2nd Class, 3 = 3rd Class, 4 = Fail/RNT (Required Not Taken), 5 = Medical,
8 = Partial.
51203. BASIC SKILLS TRAINING/ESSENTIAL SUBJECTS TEST (BST/EST) (TTC 482).
1. The BST/EST information must be reported on the UD for all GySgt’s and below. The BST/EST
information reported consists of a total number of tasks performed against the total number
of tasks administered. Do not report zeroes, the entry will fail. Report as follows:

TTC 482 005 BST/EST OF \

3-byte performed correctly‘T
Example: 051

3-byte tasks attempted
Example: 100
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When BST/EST is not required:

TTC 482 006 BST/EST NOT REQ|

3. The BST/EST will be displayed in MCTFS as follows:

51204.

o
]
1

200005005099 defined as 2000 050 050 99

1 2 3 4
a. 1 - 4-byte year (YYYY)
3-byte number of tasks correct
c. 3 - 3-byte number of tasks attempted
d. 4 - 2-byte score

WATER SURVIVAL QUALIFICATION (TTC 486).

1. Water Survival Qualification is mandatory and will generate a re-qualification date in
the CMF based on the codes below. Report as follows:

2. If
report

3. If
the CG

TTC 486 000 WATER SURVIVAL QUAL

l-byte qualification level code 4

(See below)

WATER-SURVIVAL-CODE DESCRIPTION RE-QUALIFICATION REQUIREMENTS

0 Unqualified Remedial swim training until qualified.
1 1°* Class every 5 years

2 2" Class every 4 years

3 3*¢ Class every 3 years

4 4*" Class every 2 years

Q Water Survival No re-qualification

Qualified (WSQ)

the Marine has been granted a medical waiver for Water Survival Re-qualification,
as follows:

TTC 486 001 WATER SURVIVAL QUAL 5

6-byte ED (YYYYMM) (if the waiver is
temporary, enter the date the waiver
expires; if the waiver is permanent,
enter 999999)

the Marine has been granted a Water Survival Re-qualification exemption from the CO
MCCDC (TE32G3), report as follows:

TTC 486 002 WATER SURVIVAL QUAL 6

6-byte ED (YYYYMM) (if the waiver is
temporary, enter the date the waiver
expires, If the waiver is permanent,
enter 999999)

or
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51205. ANTITERRORISM/FORCE PROTECTION TRAINING (TTC 489).
This information is used to identify Marines who have completed Annual or Deployed Training.
Report as follows:

TTC 489 000 ANN AT/FP TRNG ED |  (Annual)
8-byte ED (YYYYMMDD) +

or
TTC 489 001 DEPLOY AT/FP TRNG ED | (Deployed)
8-byte ED (YYYYMMDD) f

51206. ARMS, AMMUNITION, AND EXPLOSIVE SCREENING (TTC 489).

This screening information is used to identify Marines who have been screened and found
qualified for this duty. Report as follows:

TTC 489 002 ARMS/AMMO/EXPL SCREENED ED

8-byte ED (YYYYMMDD) +

51207. CLASSIFIED INFORMATION NON-DISCLOSURE AGREEMENT (TTC 489).

This information is used to identify Marines who have executed and submitted a Classified
Information Non-disclosure Agreement (SF 312) to CMC. An entry is no longer required to be
typed on the page 11 of the SR. This entry is displayed on MCTFS screen TARS and the 139
Remark. Report as follows

TTC 489 003 CLASS INFO NDA EXECUTED ED

8-byte ED (YYYYMMDD) +

51208. INSIGNIAS AUTHORIZED TO WEAR (TTC 489 004).

This information is used to identify Marines who are authorized to wear certain insignias for
special qualifications. Report as follows:

TTC 489 004 AUTH TO WEAR ED

3-byte insignia from T
MCO P1080.20

8-byte ED (YYYYMMDD)

51209. GOVERNMENT EQUIPMENT OPERATOR’S LICENSE (TTC 489 005/006/007).

1. The tactical or commercial license information is used to identify Marines who possess
certain qualifications necessary to operate Government equipment. Report as follows:

TTC 489 005 ISS PERMIT EQUIP EXP RESTR ED \

A A
8-byte operator

license number
(from license)
5-byte equipment type
MCO P1080.20

6-byte ED (YYYYMMDD) expiration

2-byte (5) restrictions codes (NOTE)
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8-byte ED (YYYYMMDD)

2. Report the renewal of a government equipment operator’s license as follows:
TTC 489 006 PERMIT RENEWED EXP ED |
8-byte operator T
license number

(from license)
6-byte ED (YYYYMMDD) for renewal expiration

8-byte ED (YYYYMMDD)

3. Report the upgrade of a government equipment operator’s license as follows:

TTC 489 007 PERMIT UPGRAD EQUIP EXP RESTR ED

A A
8-byte operator
license number

(from license)
5-byte equipment type
MCO P1080.20

6-byte ED (YYYYMM) expiration)

2-byte (5) restriction codes MCO P1080.20

8-byte ED (YYYYMMDD)

51210. HUMAN IMMUNODEFICIENCY VIRUS (HIV III) EDUCATION LECTURE (TTC 499 005).

The date of the annual HIV III education lecture is used to monitor and track this
requirement. Report as follows:

TTC 499 005 HIV EDUCATION LECTURE

6-byte ED (YYYYMM) T

51211. GAS CHAMBER (TTC 499 007).

The training coordinator, to develop and track training requirements, uses this information.
Report the following each time the Marine receives gas chamber training:

TTC 499 007 GAS CHAMBER \

6-byte ED (YYYYMM)

NOTE: This field will be left blank if the last time the Marine went to gas chamber training
is unknown.

51212. DRUG LECTURE (TTC 499 008).

The drug lecture record is used by the training coordinator to develop and track training
requirements. Report each year the Marine attends a drug lecture:

TTC 499 008 DRUG LECTURE
4-byte year (YYYY)
NOTE: This field will be left blank if the information required above is unknown.

51213. SECURITY LECTURE (TTC 499 009).
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This information reflects the last year a Marine attended a security lecture. Report each
time the Marine attends a security lecture:

TTC 499 009 SECURITY LECTURE |

4-byte year (YYYY)
51214. INTELLIGENCE TRAINING (HOURS) (TTC 499 010)

This information is used by the training coordinator to develop and track training
requirements. Report each time the Marine attends an intelligence training lecture:

TTC 499 010 INTEL TRAINING \

2-byte number of hours. If less than
10, precede with a zero; for example,
08, 07. Do not report more than 99 hours

51215. LEADERSHIP TRAINING (LEVEL/YEAR) (TTC 499 011)

This information is used by the training coordinator to develop and track training
requirements. Report each time the Marine attends leadership training:

TTC 499 011 LEADERSHIP TRAINING |

l-byte level code
(1 = Basic Leadership Training
2 = Annual Leadership Training)
4-byte year (YYYY)
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Section 13: MARKSMANSHIP
51300. INTRODUCTION.

1. The different categories of Marksmanship are those items that pertain to Pistol/Rifle
qualifying and Weapons Field Firing. Detailed reporting information is indicated in the
following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/
AUTHORITY ADD ERR
485 000 RIFLE QUAL ; HQ REG RES N N
485 001 WEAPONS FIELD FIRING - HQ REG RES N N
499 015 PISTOL QUAL [ HQ REG RES N N
834 000 DEL FIELD FIRING RMK SEQ | HQ REG RES N N
834 001 DEL MARKSMANSHIP RMK SEQ | HQ REG RES N N
834 002 DEL COMPETITIVE RMK SEQ | HQ REG RES N N
834 003 DEL ADDITIONAL RMK SEQ | HQ REG RES N N
836 000 COMP MARK MATCH ] HQ REG RES N N
837 000 ADDITIONAL MARKSMAN INFO | HQ REG RES N N
838 000 DEL CURR RIFLE QUAL INFO]| HQ REG RES N N
838 001 DEL PRIOR RIFLE QUAL INFO| HQ REG RES N N
838 002 DEL RIFLE FIELD FIRING INFO] HQ REG RES N N
838 003 DEL CURR PISTOL QUAL INFO| HQ REG RES N N
838 004 DEL PRIOR PISTOL QUAL INFO| HQ REG RES N N
838 005 DEL PISTOL DISTINGUISHED INFO| HQ N N
838 006 DEL PISTOL PET INFO| HQ REG RES N N
838 007 DEL PISTOL EXCEPTION INFO | HQ REG RES N N
838 008 DEL RIFLE DISTINGUISHED INFO| HQ N N
838 009 DEL RIFLE PET INFO| HQ REG RES N N
838 010 DEL RIFLE EXCEPTION INFO| HQ REG RES N N
839 000 DEL ALL WAIVERS WITHIN RUC | HQ REG RES N N

51301. PISTOL/RIFLE/ WEAPONS FIELD FIRING ENTRIES (TTCS 499 015/485/836/837).

1. Marksmanship information and weapons firing scores for use by are for use by Commanders,
for training requirements and CMC (MMPR) to compute composite scores for LCpl's and Cpl's
eligible for promotion. Composite scores will only use the current rifle score for
computation of a composite score. If the current rifle score is zeroes, no composite score
will be computed and the unit will receive an advisory. Refer to MCO 3574.2 for specific
details.

2. Current rifle qualification, pistol qualification, weapons field firing, and additional
marksmanship information are displayed in the MCTFS (CICS) under Training and Education (TMOS
or WPNS screens). To take full advantage of MCTFS automation, RU's may report all prior
marksmanship data using the effective dates of qualification or re-qualification.

3. The following additional guidelines apply:
a. Pistol.

(1) An individual may not have more than two actual scores (000-400) in the same
fiscal year unless one of the scores is a failed attempt at qualifying and the commanding
officer determines the score should be reported. If more than one failed attempt at
qualifying is reported in the same fiscal year, the first score will process successfully and
all other failing scores will fail as errors. Additionally, a transaction reporting a
qualifying score will process, and will automatically post a score of 245. TIf the first
failed attempt is not reported, units must ensure that a score of 245 is reported instead of
the actual score received, per the reference.
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(2) An individual may have more than one pistol score in the same fiscal year if the
scores are different types (for example, a score of ‘PET’ and an actual score, or a different

type of score, see Figure 5-3). Report as follows:
TTC 499 015 PISTOL QUAL
6-byte ED (YYYYMM) *

of qualification

3-byte A/N score
(see Figure 5-3)

b. Rifle.

(1) Two scores may not be reported within the same fiscal year unless the
Commanding Officer determines that a failed score should be reported.
Additionally, a transaction reporting a successful attempt at qualifying will
process and will automatically post a score of 'S25’ (equal to a score of 190). If
a failed score was not previously reported, units must ensure that an 'S25’ is
reported.

(2) An alpha-numeric score must have an ‘S’ in the first byte for example, ‘'S30’, or
‘s51’ .

TTC 485 000 RIFLE QUAL
6-byte ED (YYYYMM)
of qualification

3-byte score
(A/N score )
(see Figure 5-3)

NOTE: Certain TBS and MCRD RUC’s are restricted from reporting an alpha-numeric score, for
example, 'S25’. They must report an equivalent score of ‘190'.

c. Weapons Field Firing.

When reporting Field Firing there must be a rifle qualification within the same fiscal year
or the transaction will fail. When the Field Firing date is prior to the most current rifle
qualification, the rifle field firing will post to MCTFS. To verify MCTFS, refer to Figure
5-3, and report as follows:

TTC 485 001 WEAPONS FIELD FIRING |

6-byte ED (YYYYMM)

l-byte Weapon code.

(see Figure 5-3)

Report 2-byte ITS 6 (‘'00’-'20", NN, WW)
(see Figure 5-3)

Report 2-byte ITS 7 ('00’-'30’, NN, WW)

Report 2-byte ITS 8 (‘'00’-‘14’, NN, WW)

Report 2-byte ITS 9 (‘'00’-'32’, NN, WW)

Report 2-byte ITS 10 (‘'00’-‘'12’', NN, WW)

Report 2-byte ITS 11 ('00’-‘'16’, NN, WWy
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NOTE: ITS Levels and Weapon Codes are located on Figure 5-3.

d. Competitive Marksmanship Match. Report as follows:

TTC 836 000 COMP MARK MATCH

8-byte ED (YYYYMMDD) FROM

8-byte ED (YYYYMMDD) TO

20 byte match attended

l-byte Weapon Code
(Refer to FIGURE 5-3)

6- byte field, (byte 1-3 Score,
byte 4-6 Possible Score)
(Refer to FIGURE 5-3)

4-byte Match Placement (i.e., 3rd place = ‘0003")

4-byte Total Number of Competitors (i.e., 175
Competitors = ‘0175")

4-byte Individual/Team Badges Awarded
(See NOTE and MCO P1080.20)

NOTE: In the event a Marine participated in but did not receive a badge for a specific
Match, for example: A Marine participated in Division Rifle Competition and the team received
a GOLD BADGE (code ‘AA’) but the Marine did not receive an individual award then reported as
VZZAA' . (First 2-bytes equal to: ‘ZZ’ = None, ‘TT’ = Team, ‘II’ = Individual, ‘BB’ = Both).

e. Additional Marksmanship Match Report as follows:

TTC 837 000 ADDITIONAL MARKSMAN INFO

8- byte ED (YYYYMMDD) FROM *

8- byte ED (YYYYMMDD) TO

40 bytes match attended

51302. DELETING INCORRECT PISTOL/RIFLE/WEAPONS FIELD FIRING INFORMATION (TTCS 834/838/839).

1. If the Distinguished Pistol/Rifle, Pistol/Rifle PET, Pistol/Rifle Exception information
is incorrect, report the appropriate TTC 838 transaction to delete the incorrect information.
Report as follows:

TTC 838 005 DEL PISTOL DISTINGUISHED INFO (CMC only)
TTC 838 008 DEL RIFLE DISTINGUISHED INFO (CMC only)
or
TTC 838 006 DEL PISTOL PET INFO
TTC 838 009 DEL RIFLE PET INFO
2. The following transaction will be used to delete waivers, non-requirements, or exemptions

from qualification. When a waiver is removed, a Marine is reassigned to a unit with T/O
weapons and is no longer exempt from qualification or not required (code NNN) is no longer
valid and the Marine is required to qualify with the weapon. Report as follows:

TTC 838 007 DEL PISTOL EXCEPTION INFO
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TTC 838 010 DEL RIFLE EXCEPTION INFO
3. To delete all waivers from all records within a specific RUC report an EVENT entry as
follows:
TTC 839 000 DEL ALL WAIVERS WITHIN RUC
8-byte ED
(YYYYMMDD)
5-byte RUC

NOTE: The input RUC must equal the Present RUC, the FAP RUC or the Reserve RUC.

4. Deletion of a specific Marksmanship/Weapons Firing Remark will be reported as follows:
TTC/SEQ ENGLISH DESCRIPTION
834 000 DEL FIELD FIRING RMK SEQ 130]|
834 001 DEL MARKSMANSHIP RMK SEQ 131|
834 002 DEL COMPETITIVE RMK SEQ 132]
834 003 DEL ADDITIONAL RMK SEQ 133]|

8- byte ED T
(YYYYMMDD)

3-byte RMK SEQ Number

5. Deletion of Current/Prior Marksmanship/Weapons Firing information will be reported as
follows:

TTC/SEQ ENGLISH DESCRIPTION

838 000 DEL CURR RIFLE QUAL INFO]|

838 001 DEL PRIOR RIFLE QUAL INFO|

838 002 DEL RIFLE FIELD FIRING INFO|

838 003 DEL CURR PISTOL QUAL INFO]|

838 004 DEL PRIOR PISTOL QUAL INFO]|

8- byte ED

(YYYYMMDD)

NOTE: When a Marine is assigned by a command that is exempt from qualification as detailed in
MCO 3574.2, report a rifle or pistol qualification score of ‘EEE’. Do not report a score of
‘NNN’ unless the Marine is not required to fire based on the Marine’s grade.
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ITS LEVELS
PHASE ITS NUMBER DESCRIPTION
I ITS 1 Perform weapons handling (dry fire), M16A2
ITS 2 Perform preventive maintenance, M16A2
ITS 3 Fire at a sustained rate (live fire or
Simulation), M16A2
ITS 4 Zero the M16A2 service rifle
II ITS 5 Engage stationary targets with the M16A2
III ITS 6 Engage targets of limited exposure (time) with
the M16A2
ITS 7 Engaging targets during low light and
Darkness (night fire) with the M16A2
ITS 8 Engage targets while wearing the field
Protective mask
ITS 9 Engaging multiple targets
ITS 10 Engaging moving targets
ITS 11 Engaging targets at an unknown distance

NOTE: ITS Levels 6-11 (Phase III), are applicable only to field firing.
ITS levels 8-11 are applicable to weapons B, G, H, M, R, S, and Z. All the weapons listed
below are applicable to Competitive Marksmanship.

ALPHA CODES

EEE- Exempt WWW- Waiver

NNN- Not Required (for grade) DDD- Distinguished (CMC only)
PET- Proficiency Enhancement Training WW- Waiver (Field firing)
NN- Not Required (Field Firing)

WEAPONS CODES

.45 Caliber Pistol

M40 Sniper Rifle

M9A1 Service Pistol

M249 Squad Automic Weapon (SAW)
= M203 Grenade Launcher

Barret Sniper Rifle
M12 Shotgun

MP5 Assault Rifle
M16A2 Service Rifle
= .38 Caliber Pistol

HYEOw
Il
N®»Y@-D™
Il

Figure 5-3.—ITS LEVELS, ALPHA/WEAPONS CODES



MCTEFSPRIM

Section 14: CIVILIAN EDUCATION

51400. INTRODUCTION.

1. The Civilian Education Section contains items such as Civilian Education, Off Duty
Education, and Academic Tests. Detailed reporting information is indicated in the following
paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/  DEL/

AUTHORITY ADD ERR
151 001 CIV EDUC | HQ REG RES N Y
333 001 OFF DU EDUC CRS LOC CRED GRD | HQ REG RES N N
333 002 DELETE REMARK 121 SEQ | HQ REG RES N N
333 003 ACAD TESTS LOC CRED GRD ED HQ REG RES N Y
51401. CIVILIAN EDUCATION (TTC 151).
1. Changes to the level of civilian education resulting from completion of courses,

curriculums, programs, or tests through accredited civilian educational institutions or other
approved methods must be reported. Entries also are required to correct erroneous
information contained in the CMF. This item will be reported into MCTFS for officer and
enlisted personnel by field units. All source documents used to enter corrections/additions
to civilian education for officers will be stamped to indicate the RUC and the UD number that
reported the information. These source documents will be forwarded to the CMC (MMSB-10) for
insertion in the Official Military Personnel File (OMPF).

2. There must be a space between each segment of the entry as shown below. Major subject
codes are listed in MCO P1080.20. Report the title of the major subject in a history
statement and notify the CMC (MI) that the major subject is not listed. Report as follows:

TTC 151 001 CIV EDUC \

T A A A
4-byte ED (YYYY) to

indicate year left school

l-byte code (Y or N) to
indicate if graduated

2-byte code to indicate the
level of educational
successfully completed

(MCO P1080.20) NOTE 1
l-byte code to indicate
educational certificate
(MCO P1080.20) NOTE 2
2-byte code to indicate the

major subject listed in

MCO P1080.20. If the Marine

has no major subject or if the

Major subject is either unknown

or not listed report two ‘00’ (zeros)

NOTE 1: In those cases where a Member has a high school diploma and/or 1-4 years of college,
but no degree, and the education code in MCTFS is missing or erroneous, report ‘12LAA’,
V13Lx*r, MN14L**r, V1I5L**!, or ‘leL**’ ., ** - Represents a Major Subject Code from MCO
P1080.20.
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NOTE 2: When reporting an education level equal to ‘09’ through ‘12’ use one of the following
major subject codes only:

CODE MAJOR SUBJECT
AA High School Academic - high school level
AB High School Vocational - high school level
AC High School Commercial - high school level
AD High School Agricultural - high school level

51402. OFF-DUTY EDUCATION(TTC 333).

1. Off-Duty Education Course information is reported on all Marines, regardless of component
or grade. Off-duty Education Bonus Points are awarded for approved self-education courses
completed and passed while in the current grade. Upon promotion to Cpl or Sgt this data
element will automatically be reset to zero. A maximum of eight courses may be used to
determine the number of points to be awarded. Determine the number of bonus points for each
course completed and enter the total with a maximum of 7.5 points may be awarded. Approved
courses and the bonus points assigned to each are as follows:

2. The off-duty education course TRNG/TMCI will accommodate 100 occurrences. The reserve
education screen will only show the 20 most current courses with course number, school,
location, credit, and grade. To correct MCI courses missing, or incorrect in MCTFS, contact

your local MISSO for assistance. Each Marine should be interviewed to ensure ALL known
courses have been reported. Report as follows:

TTC 333 001 OFF DU EDUC CRS LOC CRED GRD
A 4
8-byte DOA (YYYYMMDD)

20-byte course title
(A/N)

20-byte course location
(A/N)

3-byte education credit hours for course being
reported (A/N) (i.e. ‘0037, '0047")

l-byte grade received
3. To delete incorrect information report the following:
TTC 333 002 DELETE REMARK 121 SEQ \

3-byte sequence number of
entry to be deleted

51403. ACADEMIC TESTS (TTC 333).

When the results of a complete high school battery (battery of five GED tests), or the
results of the College Level Examination Program (CLEP) General Examination are received,
report as follows: (Retesting will be reported in the same manner, do not delete the
previously reported scores.)



NOTE 1:
(CLEP) .

NOTE 2: Report the state that issues the equivalency certificate or diploma
Defense Activity for Non Traditional Education Support

For GED’
results,

MCTEFSPRIM

TTC 333 003 ACAD TESTS LOC CRED GRD ED |

20-byte (A/N) course titleg 4

20-byte (A/N) course location

3-byte (A/N) credit hours

3-byte (A/N) grade received

8-byte ED (YYYYMMDD)

Report either General Education Diploma (GED) or College Level Examination Program

Sy
see section 4 of this chapter.

(i.e., ‘KANSAS').

(DANTES) or CLEP test
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Section 15: MONTGOMERY G.I. BILL
51500. INTRODUCTION.

1. This Section contains items for reporting Montgomery G.I. Bill items. Detailed reporting
information is indicated in the following paragraphs.

2. Diary input authority is indicated for HQ, Reg or Res. Type Transaction Code (TTC)
statements for this Section are shown below with the input authority and corrections
indicator immediately following the statement.

REPORTING DEL/ DEL/

AUTHORITY ADD ERR
273 001 MGIB ED \ HQ REG Y Y
273 002 CHAN MGIB _AMT ED | HQ REG N Y
906 000 RESERVE MONTGOMERY GI BILL ELIGIBLE \ HQ RES N N
906 001 RESERVE MONTGOMERY GI BILL TERMINATE RECOUPMENT | HQ RES N N
906 002 RESERVE MONTGOMERY GI BILL SUSPENSE | HQ RES N N
906 003 RESERVE MONTGOMERY GI BILL REINSTATE | HQ RES N N
*907 000 VIETNAM GI BILL STATUS | HQ RES N N
908 000 ACTIVE MONTGOMERY GI BILL STATUS \ HQ REG RES N N
909 000 RESERVE MONTGOMERY GI BILL SIX YEAR OBLIGOR| HQ RES N N
910 000 MGIB SR KICKER INCNT ELIG CD | HQ RES N N
910 001 MGIB SR KICKER INCNT SUSP CD | HQ RES N N
910 002 MGIB SR KICKER INCNT TERM CD | HQ RES N N
910 003 MGIB SR KICK INCNT CD__ BASIS CD__CNTL NUM | HQ RES N N
912 000 RESERVE MONTGOMERY GI BILL RECOUPMENT CHANGE | HQ RES N N

*NOT USED
51501. ACTIVE DUTY MONTGOMERY GI BILL (MGIB) PROGRAM (TTC 273/908).

1. Members entering the armed forces on or after 1 July 1985 may elect to participate in the
MGIB Program. The individual must voluntarily elect to participate in the MGIB program in
order to establish a monthly contribution of $100.00 to be deducted from the participant's
monthly pay and allowances.

2. Marine recruits and Marine reservists augmenting directly to AD as their initial entry
onto AD are given 2 weeks to sign a DD Form 2366 (MGIB Election Form) indicating
participation or nonparticipation.

a. If a Marine elects to enroll, the CO will report the election within 2 weeks of
reporting for AD. The monthly deduction of $100 will be made beginning the month after the
entry processed. The deduction will continue for 12 months, unless the Marine separates or
enters a non-pay status. (Once a Marine returns to a good pay status, the monthly deduction
automatically resumes.) If the Marine is separated prior to making the maximum $1200
deduction, the MGIB deduction will terminate the month prior as appropriate. See Chapter 3,
Section 3 for ECC.

b. If a Marine elects not to enroll, the CO will report the election within 2 weeks of
reporting for AD. Once a Marine elects not to enroll, the election cannot be changed at a
later date.

3. Circumstances concerning MGIB went into effect on 1 July 1985. Situations may exist that
do not fall under these general provisions; see MCO 1560.28, Veterans Educational Assistance
Benefits, for details. The following provisions apply:

a. Among other eligibility requirements, Marines must first contract for or first enter
AD on or after 1 July 1985. (Prior service personnel are ineligible for MGIB.)

b. There are no provisions for suspending participation in MGIB.

c. Deductions will be suspended while a Marine is in a non-pay status.
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d. There are no provisions for disenrolling from MGIB, except when a Marine was
erroneously enrolled due to administrative error or oversight.

e. There are no provisions for refunding MGIB pay reductions, except in cases of
erroneous enrollment.

f. There are no provisions for making lump-sum contributions to MGIB.

g. If a Marine receives a medical or hardship discharge prior to making the maximum
$1200 contribution, benefits may be paid for the number of months contributed; no refund
provision exists.

4. To report or correct MGIB-R eligibility code, report as follows:

TTC 273 001 MGIB ED |

Enter ‘P’ for participation
Or ‘N’ for nonparticipation

8-byte ED Marine signed

DD Form 2366 electing option

to participate or not to
participate in the MGIB (YYYYMMDD)

NOTE 1: EFFECTIVE DATE MUST FALL WITHIN 60 DAYS OF THE MARINE’S CURRENT AD BEGAN DATE
(CADBD) .

NOTE 2: When a DEL AS ERR UD is reported for an erroneously reported MGIB enrollment. A
refund of all contributions previously withheld will be returned. File and retain all
documents in the Marine's Service Record that support the erroneous enrollment situation. If
deemed appropriate, record the circumstances on a NAVMC 118(11) entry in the Marine's Service
Record.

5. The following TTC/sequence will be used to report MGIB conversion from VEAP and
MGIB supplemental contributions up to $600.00:

TTC 273 002 CHAN MGIB AMT ED

l-byte alpha qualifier *
(see NOTE 1 & 2)
3-byte numeric dollar amount up to $600.00

8-byte effective date (YYYYMMDD)

NOTE 1: A code of ‘S’ (Supplemental) will be utilized for the supplemental contribution
amount, up to $600.00. Visit http://www.gibill.va.gov/education for further information on MGIB
supplemental contributions.

NOTE 2: A code of 'V’ will be restricted to DFAS/KC input only, for those members converting
VEAP enrollments.

5. Active Component Montgomery GI Bill (MGIB) Eligibility Status. To report or correct MGIB
status, use the following statement:

TTC 908 000 ACTIVE MONTGOMERY GI BILL STATUS

8-byte ED (YYYYMMDD)

Code (Figure 5-4)
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51502. RESERVE COMPONENT MONTGOMERY BILL (MGIB-R) (TTC 909).

1. The eligibility period for the MGIB-R started 1 July 1985. The Notice of Basic
Eligibility (NOBE) is the source document for reporting. Commissioned officers, warrant
officers, and enlisted members of the SMCR who meet the following requirements are eligible:

a. Must enlist, reenlist, or extend for service in the SMCR for at least 6 years on or
after 1 July 1985. (Officers must agree to serve in the SMCR for at least 6 additional years
beyond any other SMCR obligation, or the date of appointment or affiliation, whichever is
later) .

b. Possess a high school diploma or high school equivalency credential.

c. Have completed IADT or the first increment of IADT for members in the incremental
IADT program (enlisted).

d. Complete a Reserve NOBE, (DD Form 2384 or 2384-1) and a Statement of Understanding
(OPNAV 1780/1) .

2. Join to SMCR. MGIB-R eligibility status will be reported on all SMCR members, to include
members of the Category ‘P’ Program, and will be current in MCTFS for each SMCR member,
regardless of when they joined. The active duty site commander/I-I/supervisor is responsible
for ensuring that MGIB-R data is current and accurate for all SMCR members. Join TTC's
automatically post eligibility codes for those returning from IADT as well as those joining
from the IRR. Commanders will ensure the correct codes post after the join cycles by viewing
the MGIB screens in MCTFS (D964 MGIB for AD and D999 for Reserve).

3. Responsibilities. SMCR members who were not previously eligible may elect to become
eligible by meeting the requirements. If eligibility is elected, report the ‘F’ code,
complete a SOU, and issue a NOBE. Ensure the action date matches the Date of Basic
Eligibility on the NOBE. During the annual audit process, ensure the correct MGIB-R
eligibility code is contained on the BIR.

4. MGIB-R Status (All SMCR Members). To report or correct MGIB-R status for every member of
the unit (if not already accurately contained in MCTFS). Report as follows:
TTC 906 000 RESERVE MONTGOMERY GI BILL ELIGIBLE |

8-byte ED (YYYYMMDD) of
the NOBE (block 9 of
form 2384) or

(block 1lc of form 2384-1

Code (Figure 5-5)

NOTE: Only RUC’s 00404, 14001, 20015 29050, 548XX, 88720, 88740, 88845, 88850, 88880, 88888,
88889, 88890 and 88891 may report this entry if the Marine does not have a D999 remark
resident in MCTFS.

5. Use TTC 909 to report the date of MGIB-SR 6-year obligation for officers. (This
statement is also to be used for those individuals with an eligibility start date prior to 1
October 1990 that incur an additional 6-year Selected Reserve obligation in order to receive
expanded benefits for the pursuit of a second BA degree, apprenticeship training, cooperative
programs, or flight training.) The reenlistment, extension, or agreement to serve in order
to qualify for expanded benefits must be executed on or after 1 October 1990. Use the
Statement Of Understanding as the supporting document. Report as follows:

TTC 909 000 RESERVE MONTGOMERY GI BILL SIX YEAR OBLIGOR|
8-byte ED (YYYYMMDD)

statement of understanding
was executed/effected
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51503. SUSPENSION/REINSTATEMENT/TERMINATION OF MGIB-R ELIGIBILITY (TTC 906).

1. The occasions to suspend/reinstate Reservists’ eligibility to MGIB-R are outlined in MCO
1560R.30. Report as follows:

TTC 906 002 RESERVE MONTGOMERY GI BILL SUSPENSE
TTC 906 003 RESERVE MONTGOMERY GI BILL REINSTATE

j

8-byte ED (YYYYMMDDjy
Suspension/Reinstatement eligibility code from figure 5-6.

NOTE: Only RUC’s 00404, 14001, 20015, 29050, 548XX, 88720, 88740, 88845, 88850, 88880,
88888, 88889, 88890, and 88891 may report TTC 906 003 (Reinstatement).

2. Recoupment will be reported upon termination of MGIB-R eligibility. Report as follows:
TTC 906 001 RESERVE MONTGOMERY GI BILL TERMINATE RECOUPMENT

8-byte ED (YYYYMMDD)* T T

Termination/recoupment code from figures 5-7, 5-8

NOTE: To correct erroneous reporting of eligibility status code ‘F’ (eligible), first report
an eligibility termination code of ‘G’ and recoupment code of ‘6’ by using TTC 906 001. The

ED will be one day after the erroneous start date. Next, report the appropriate status code

‘F/ by using TTC 906 000. The start date will be the date of eligibility on the NOBE.

51504. RESERVE MGIB SR KICKER INCENTIVE CODES (TTC 910).

1. To report a member’s eligibility, suspension, and termination, for the MGIB-SR College
Fund Kicker Incentive Program, a control number will be issued by CMC (RA)to account for the
number of individuals receiving the MGIB kicker benefits.

2. To report on a member in an SMCR unit, the Marine must qualify for the MGIB SR KICKER
college incentive, and must be eligible for the basic MGIB-SR education assistance by having
a 6-year obligation. Marines must be in a unit or have an MOS that CMC (RAM) has designated
as critical for the Reserve component. Criteria can be found in MCBuls in the 7220 series.

a. For a member’s initial eligibility for the MGIB SR KICKER educational incentive,

report as follows:

TTC 910 003 MGIB SR KICK INCNT CD_BASIS CD_CNTL NUM |

4 4
DOA (YYYYMMDD)

MGIB SR KICKER INCNT CD
(NOTE 1)

MGIB SR KICK BASIS CD

(Valid Codes: A, B, or C)
(NOTE 2)

MGIB SR KICK INCNT CONTROL

NUMBERS (from CMC (RA))

NOTE 1: Valid MONTGOMERY GI BILL KICKER INCENTIVE CODES:
(1) RA ($100 per month)
(2) RB ($200 per month)

(3) RC ($350 per month)
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NOTE 2: MONTGOMERY GI BILL INCENTIVE BASIS CODES:
(1) A (critical specialty or skill duty position)
(2) B (critical unit)
(3) C (both critical specialty or skill duty position and critical unit)
b. To report a member’s MGIB-SR-KICKER-INCENTIVE-ELIGIBILITY-CODE, report as follows:
TTC 910 000 MGIB SR KICKER INCNT ELIG CD |

DOA YYYYMMDD
(MANDATORY.

MGIB SR KICKER INCNT ELIG CD
(Valid codes: AD, BA, BB, BD, BE, BF)

NOTE: If no RES MGIB 999 RMK on file with a MGIB-R code ‘F’, ‘Q’, or ‘T’, the transaction
will fail.

2. To report suspension of kicker eligibility on members whose basic MGIB-SR educational
benefits have been suspended, either for non-availability or for excessive unexcused
absences, report as follows:

TTC 910 001 MGIB SR KICK INCNT SUSP CD

DOA YYYYMMDD (MAND) f

MGIB SR KICKER INCNT CD
(Valid codes: CB,CC,CD,CE,CF, OR CG)

3. A member’s MGIB-SR KICKER BENEFITS may be terminated if the individual did not
re-affiliate with a SMCR unit after a period of non-availability or they are declared to be

an unsatisfactory participant. Report as follows:
TTC 910 002 MGIB SR KICKER INCNT TERM CD
DOA YYYYMMDD
(MAND)

MGIB SR KICK INCNT TERM CD
(Valid codes: (DA, DB, DC, DD or DE)

51505. MGIB-R VIETNAM ERA ELIGIBILITY STATUS (TTC 907).
Only those members with a Reserve MGIB code “eligible” are required to have Vietnam Era GI
Bill information reported. A member's DEAF must be from 01 Feb 1955 to 31 Dec 1976 and they

must have served on active duty for 180 days or more, to be considered eligible for Vietnam
Era GI Bill benefits. Report the Vietnam Era GI Bill STATUS in this transaction as either

'1'" or '2':
TTC 907 000 VIETNAM GI BILL STATUS |

8-byte DOA (YYYYMMDD)

l-byte STATUS CODE



CODE

NOTE: Report
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MGIB STATUS CODES (OFF/ENL)
DESCRIPTION
Ineligible - member failed to meet minimum service requirement or separated
with a characterization under other than honorable or member did not receive a
secondary school diploma (or equivalency certificate) before completion of
service requirement.
Ineligible - member first entered on AD before 1 July 1985.
Member has not executed a declination of enrollment.
Ineligible - after 31 December 1976, member received a commission as an officer
upon graduating from a Service Academy or completing a ROTC/NROTC scholarship
educational
assistance program.
Member enrolled and on AD for less than 3 years.
Member enrolled and on AD for 3 years or more.

Member declined enrollment.

Eligible - enrolled during open period, member on AD less than 3 years during
The period 1 July 1985 to 30 June 1988.

Eligible - enrolled during open period, member first entered or first became a
member on AD duty for 3 or more years during the period 1 July 1985 to 30 June
1988.

Members basic eligibility expired. Basic eligibility expired 10 years after
The established date of basic eligibility.

Member enrolled prior to involuntary separation.

Member enrolled prior to involuntary separation and converted to MGIB from
VEAP.

‘J’ if member’s initial entry on active duty was prior to 1 Jul 85, and ‘K’

after 1 Jul 85.

L

Enrolled; member enrolled under VSI and did not enter during VEAP era. (Member
may have been previously enrolled in MGIB program.)

Enrolled; member enrolled under VSI and entered during VEAP era.

Enrolled; member enrolled under SSB and did not enter during VEAP era. (Member
may have been previously enrolled in MGIB program.)

Enrolled; member enrolled under SSB and entered during VEAP era.

Ineligible, VEAP participant who is eligible to enroll IAW PL104-275 but
declined.

Eligible, VEAP participant who enrolled IAW PL 104-275.
CODES 'Q’, ‘R’, 'S’ AND ‘T’ ARE NOT DIARY REPORTABLE.

FIGURE 5-4--MGIB STATUS CODES (ACDU)
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MGIB-R STATUS (OFF/ENL) CONT’D
CODE DESCRIPTION

C Ineligible - member has never executed a 6-year contract or service obligation
in the SMCR on or after 1 July 1985.

D Ineligible - member executed 6-year contract or service obligation, but has not
completed IADT. (NOTE 1)

E Ineligible - member does not have a high school diploma or high school
equivalency. (NOTE 2)

F Eligible - meets all requirements per MCO 1560R.30. (NOTE 3)

R Eligible - disability not the result of individual's willful misconduct.

(Automatically posts when a correct SPD is entered).

T Eligible - transition assistance (ensure the ED of this transaction is equal to
the date of basic eligibility on the NOBE and the ‘T’ code posts prior to a
transfer to the IRR is reported).

NOTE 1: A reservist who does not possess a high school diploma or high school equivalency
credential but has completed 12 or more college credits is eligible for MGIB-R if they
meet all other eligibility criteria per MCO 1560R.30.

NOTE 2: Reporting Units that erroneously report eligibility of ‘F’, must use TTC 906 001 to
report a termination code of ‘G’ with a recoupment code of ‘6’ prior to reporting the correct
eligibility code.

NOTE 3: If an erroneous eligibility status code ‘F’ (eligible)is reported; first report an
eligibility termination code ‘G’ by using TTC 906 001. The ED will be one day after the
erroneous start date. Next, report the appropriate status code ‘F’ by using TTC 906 000.
The start date will be the date of eligibility on the Notice of Basic Eligibility (NOBE) .

NOTE 4: Eligibility status code “J” is no longer valid because legislation now allows a
member to obtain a higher degree while receiving MGIB-R.

FIGURE 5-5-—MGIB-R STATUS (RES)
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SUSPENSION/REINSTATEMENT OF MGIB-R ELIGIBILITY (OFF/ENL):

CODE

DESCRIPTION

M - Eligible suspended. Awaiting
determination of unsatisfactory
participation. Contact MISSO-17 to
reestablish eligibility for a Marine
who was suspended with code M in
error.

Member is an unsatisfactory participant.
Action date of entry will be the date of
the ninth missed IDT or the first day of
the AD training period for which the
reservist does not appear.

N - Eligibility suspended. Granted a
period of authorized nonavailability
(missionary) .

Member has a religious missionary
obligation. ED of the entry will be the
date the Marine is transferred to the IRR.
All periods of nonavailability must be
approved by the CMC (RAM) or the CG,
MARFORRES. Only CMC (RAM), CG, MARFORRES
and MISSO-17 can input this entry.

(NOTE 1)

P - Eligibility suspended. Granted a
period of authorized non-availability
(other) .

All periods of non-availability must be
approved by the CMC (RAM) or the CG,
MARFORRES. Action date of the entry will
be the date of the Marine’s transfer to
the IRR. Only CMC (RAM), COMMARFORRES and
MISSO-17 can input this entry.

(NOTE 1)

Q - Eligibility reinstated following a
period of authorized non-availability

Eligibility can be reinstated only when
Previously suspended with codes N and P
ED of the entry will be the date the
Individual returns to the SMCR (NOTE 2, 3)

NOTE 1: The CG, MARFORRES is responsible for reporting MGIB-R suspension codes ‘N’ and ‘P’
prior to effecting a transfer on the UD, ensure that code ‘N’ or ‘P’ (as applicable) has
posted in the MCTFS. If the suspension code has not posted, contact the COMMARFORRES.

NOTE 2: Reinstate eligibility when member returns to the SMCR, provided the return is

within the period specified in MCO 1560R.30. Requests for extension of the Mandatory Drill
Participation (MDP) will be routed via MISSO-17. The IDT obligation will be extended to
cover the period of the suspension; 1i.e., the period should be from the date after TR to the
IRR to the date prior to the join back to the SMCR.

NOTE 3: Members that are reinstated after a period of authorized absence and have an
initial entry date after 1 Jul 1985 must have their MDP date adjusted.

FIGURE 5-6——SUSPENSION/REINSTATEMENT OF MGIB-R
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TERMINATION/RECOUPMENT OF MGIB-R (OFF/ENL) :

CODE

G

NOTE.

Eligibility terminated

Eligibility terminated

Eligibility terminated.
(Code ‘L’ will be computer-
generated and does not have
to be reported on the UD.)

Eligibility terminated.
Unsatisfactory participant.

Ineligible - eligibility
terminated

If an erroneous MGIB-R eligibility code of
the discrepancy by reporting the same statement with the appropriate status code.

DESCRIPTION

Correction of erroneous reporting of
eligibility Code ‘F’. (NOTE) .

Member in receipt of financial
assistance from an ROTC/NROTC
scholarship program or a military
service academy.

Member deceased, separated, or
transferred from the SMCR. MGIB-R
eligibility terminates upon voluntary
transfer to the IRR.

Automatically posts when appropriate
SPD is entered.

Marines who gained entitlement to the
MGIB-R on or after 29 November 1989,
lose eligibility when assigned to the
AR program. ED will be the date
transferred to the AR Program.

‘Ef correct

‘¢, ‘D', or is reported,

FIGURE 5-7—-TERMINATION/RECOUPMENT CODES
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RECOUPMENT OF MGIB-R ELIGIBILITY (OFF/ENL) :

CODE DESCRIPTION
1 Recoupment not required
2 Recoupment required, not waived (CMC (RAM)/MISSO-17 only)
3 Recoupment required, waived (CMC (RAM)/MISSO-17